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7% more! 


EASE OF OPERATION 


EXTRA FEATUprs 
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Smith-Corona ADDING MACHINE 


Get the complete story of 
Smith-Corona dependability. 
See your Smith-Corona dealer 
today! 


' Known for its rugged construction 
F and trouble-free operation, the 
Smith-Corona Adding Machine 
gives you features you’d expect to 
find only on machines costing far 


Colorspeed Keyboard quickens 
finger action . . . Error Control cor- 


rects mistakes instantly before. 


' adding .. . Clear Signal guards 
' against including unwanted figures 

. - Instant Tape-Eject shoots out 
the used tape with a flip of your 
finger. 


“Price for all states permitting Fair Trade 
Laws. Subject to change. Tox extra. — 





SMITH-CORONA CASHIER 


A complete 
cash. 
rogister 
with all 
adding 
machine 
advantages 
at lowest 
cost. 











LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1M Y Canadian factory and offices, Toronto, Ontario. 
Makers aiso of femous Smith-Corona Office and Portable Typewriters, Cashiers, ee as 
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All were mimeographed! Something new? Yes. MODERN 
mimeographing today is more versatile than ever with the 
new Contac-Dri inks, new stencil sheets, and the new 
mimeographs. And any one of 5 new A. B. Dick models 
gives you this versatility. Of course, there are big 
machines for long runs and frequent use . . . small ones for 
occasional work. All models are for use with all makes 

of suitable stencil duplicating products. To see for 
yourself what MODEN mimeographing can do, send the 
coupon for a free portfolio. 


5 A:B:DICK 





A. B. DICK COMPANY, Dept. 0-115! 
5700 W. Touhy Avenve, Chicage 3}, ilinois 


Without obligation, please send me free portfolio of samples and full 
facts about MODERN mimeographing. 


NAME____. 
ORGANIZATION. 
ADDRESS. 
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Is your switchboard a bottleneck? It is whenever it's too 


busy with inside traffic to handle incoming and out-going 
outside calls! 


TAKE THE LOAD OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automatically and without an oper- 
ator) handles all inside communications independently 
of your switchboard—permits you to talk privately to 
from one to fifty-five stations, individually or collectively! 
SELECT-O-PHONE saves manpower, helps expedite or- 
ders, puts action into ideas—frees your city phones for 
profit-making calls. 


| j GET THE FACTS! 
i Mail coupon today for full information. 


V SELECT-O-PHONE DIVISION, Dept. 10-K 

| Kellogg Switchboard and Supply Company 
6650 S$. Cicero Ave., Chicago 38, Ill. 
Please rush data explaining how | can save hours 


| and dollars with SELECT-O-PHONE. 


Selett-O-Phone 2. —— 


THE (9S10E VOICE OF BUSINESS | cry ZONE___STATE 
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know 
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common 
office 
Signs 
mean? 
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' Yes—and somebody’s wasting money on 
_ cheap carbon paper. 
' _ These signs—noticeable in offices where 


You really should find out first hand just 
why Columbia Ribbons and Carbons have 
been so popular, for so long—everywhere. 


Order a trial quantity the next time you buy 
office supplies. And remember, whenever you 
find yourself with some unusual writing 
problem, your Columbia stationer’s salesman 
and the Columbia factory specialist are 
trained to help you find the answer. So 


' the advantages of using top grade ribbons 
_and carbons are little understood—are never 
‘seen wherever Columbia Ribbons and Car- 
‘bons are used. That’s because of built-in 
) values generally referred to as quality. 


Columbia Typewriter Ribbons and Carbon 
Papers are made to standards which assure 
the very finest results you could hope for— 
clarity—dignity—cleanliness. The carbons 
remain flat—easy to work with in any climate 
and the ribbons write and re-write sharply — 
evenly. 

And with all their outstanding quality and 
performance, Columbia products. invariably 
save you money. They last longer while do- 
ing a better job! 


Manufacturers of Fine 
Ribbons and Carbons 
for nearly half a century. 


always greet the Columbia man with 
open arms. He’s there to help you! 
COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
101-11 Herb Hill Road, Glen Cove, L.1I., New York 
New York Sales and Export: 58-64 West 40th Street 


Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


(Cotambia 
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Courtesy Buttrey’s, Austin 


Lorene Bolt ef Austin, Texas, was chosen 
National Secretary of the Year 1951 at the 
annual convention of the National Secre- 
taries Assn. Winners were judged on busi- 
ness experience, education, poise, profes- 
sional progress and personal appearance. 
Employed as personal secretary to Spencer 
J. Scott, Scott Investment Co., Austin, her 
duties include supervision of the office. Mrs. 
Bolt received a $100 Detense Bond and an 
electric typewriter with her title at the con- 
vention. On her return home, Buttrey’s, 
one of Austin’s leading stores, held a style 
show in her honor and presented her with 
the above ensemble. 
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HE average American secretary is 
Te years of age and has held her 

present position for 8.4 years. She 
has had 3.3 positions during her career. 
Her income at present is $255 per 
month with 2.1 weeks paid vacation. 
The highest salary reported was $780: 
lowest $108.33 per month. 

Type of employment shows that 
39.3% are employed by industrial 
firms; 16.2% by professions; 17.7% by 
government; 12.3% by retail firms and 
14.5% miscellaneous; and 53.3% of 
those answering were secretaries to com- 
pany executives or department heads. 

The average yearly expenditure for 
office equipment and supplies per of- 
fice is $3199 or $72.21 per secretary. 
Of this amount 67.2% is purchased on 
the basis of secretarial preference with 
25.9% of the secretaries doing the actual 
purchasing. 

The marital status of these women 
show that 52.8% are single; 30.6% mar- 
ried; 11.9% divorced and 4.7% 
widowed. Of those married, divorced 
or widowed 17.1% have an average of 
9 children with an average age of 11 
years. Living conditions show that 
35.1% live with parents; 28.9% with 
husbands; 10.1% with relatives; 7.3% 
with friends and 18.6% alone. Of these 
women, 51.7% have high school train- 
ing, 49.3% business school and 23.2% 





i a Gan NS a 


ONAL EL ARRAS IEGID LURE IE NEALE POMPE 
a 








college or university. The average 
secretary carries $3698 in insurance 
with 97% being covered by some type. 
The most popular types carried are 20- 
year life, 20-year endowment, and 
straight life. 

Saving and investment preferences 
show 34.9% prefer savings in local 
banks, 32.3% U. S. Government Bonds; 
19.7% insurance; 12.4% common stock; 
4% real estate and 3% have no savings 
whatsoever. Only 28% profess to have 


any knowledge of how the New York 
Stock Exchange or similar security mar- 
kets operate. 


The professional woman secretary 
spends $448.67 on her wardrobe per 
year: suits and dresses $236.52, shoes 
$57, hats $28.26, accessories $43.32, cos- 
metices $27.40, beauty services $48.87. 
And, 47.2% smoke, 23.4% own tele- 
vision sets, and 57.1% own a ear. 

The foregoing figures are from a na- 
tionwide survey of 10,000 members of 
the National Secretaries Assn. made for 
their official publication, The Secretary, 
by National Market Analysis, Ine., 
which received returns from 40.1% of 
the group. Those who answered ranged 
in age from 19 to 69 years. 





Supervisor Can Develop 
More Productive Group 


IRVING WEINSTOCK 


Senior Personnel Administrator, Division of Placement & Unemploy- 
ment Insurance, New York State Dept. of Labor, Albany, N. Y. 


Ewing Galloway, N. Y. 


ANAGEMENT thinking has tended 
more and more, in recent years, to 
be concerned with the worker as 

an individual human. Without in any 
way even implying a return to assem- 
bly-line concepts, it does appear equally 
important that we not lose sight of 
the fact that most jobs, from a produc- 
tion point of view at least, are accom- 
plished by teamwork—a pulling to- 
gether by all members of the. group, 
imbued with a common purpose and re- 
sponsive to understanding, progressive 


leadership. This is where the super- 
visor comes in. Assuming as a pre- 
condition that organizational policy is 
such as to: 

1. Clearly define the individual su- 
pervisor’s areas of responsibility for 
operations, processes, production, staff, 
supplies, training and the like. 

2. Delegate to the supervisor author- 
ity compatible with his assigned respon- 
sibilities. 

3. Back up the supervisor by estab- 
lishing and following clear-cut lines of 
authority, both vertical and horizontal, 
then— 

We may be virtually certain that the 
necessary environment has been created 
in which the supervisor may consciously 
strive for the development and mainte- 
nance of the most productive work 
group. Supervision, like any other ac- 
tivity entailing relationships, does not 
exist in a “pure” state; rather, it is an 
integral part of a process which is aim- 
ing toward and assisting in the achieve- 
ment of mutual objectives. 

The next step, therefore, is dependent 
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CUT MAIL HANDLING COSTS. 


with Commercial Controls Equipment 























mailMaster | 
A complite mailroom for your desk. Opens, : } 
seals anc: stamps mail. Small, compact, it’s 
scarcely larger than your telephone. 





Mailroom Scales 


Models for every mailroom purpose—from 20 
ounce to 70 pound capacities. Precision-built 
for lifetime, accurate service. Charts change- 
able to conform with rate changes. 





multiSealer 
and multiOpener 


These are high speed, automatic units de- ; 
signed to seal or open thousands of envelopes u 
an hour. Precision-built for lifetime operation. é 
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Mailroom Furniture 


Our complete line of auxiliary mailroom equip- 
ment includes all-steel sorting and distrib- 
uting racks, tables, cabinets, classifying racks, 
mailbags, and mailbag holders. 





Special-Purpose Products 


Endorsograph Endorsing and Cancelling ; 
Machine. Ticketograph Pay and Production : 
Control Systems. Mather Coupon Tickets 
and Supplies. Flexowriter Tape Recorder- 
Reproducer. Justowriter Cold Type Compos- 
ing Machine. 





re SP 





Write for complete information and demonstralions 


COMMERCIAL CONTROLS 
CORPORATION 
Rochester 2, New York 


Sales and Service Offices in Principal Cities 
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“We'll make 3 copies before 
your shine is finished.” 


COPYFLEX speeds your vital reports 


' Imagine being able to copy your op- 
@rating reports (even the large ones) 
$0 quickly—1 or 100 of them, right as 
feded! Imagine getting exact, error- 
roof copies, up to 42” wide, for only 
(average) per sq. ft.! 
*The new, low-cost Copyflex “20” 


fakes direct, positive copies of prac- 
lly anything. typed, written or drawn 


on ordinary translucent paper. It needs 
no stencils, negatives, or masters. You 
simply feed in your original and a sheet 
of sensitized Copyflex paper .. . the 
machine delivers a ready-to-use copy. 

Speed your paperwork this modern, 
efficient, Copyflex way. Clip the coupon 
—mail it today. 





' (BRUNING) 





Specialists in copying since 1897 


CHARLES BRUNING COMPANY, INC. 


Dept. U-111 100 Reade St. 


New York 13, N. Y. 


(0 Send me full details on the Model 20 Copyfiex. 
(0 I would like to see a Copyflex machine demonstrated. 


The NEW Copyfiex ‘'20"' 
No training - needed to 
operate a Copyfiex. And 
no installation is required 
—just connect to a Tis v. 
AC power circuit, 
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m good part upon the supervisor him- 
self. In any job the supervisor’s ap- 
proach is determined by two basic sets 
of circumstances: those which are es- 
tablished by company policy (discussed 
above) and those which result from the 
supervisor’s personal characteristics and 
abilities. These latter include such fac- 
tors as: 


1. Knowing the job. Supervision is 
not just a matter of getting others to 
do assigned tasks properly. It calls for 
actual knowledge of all the various jobs 
under the supervisor’s control to the 
end that he may not only plan, control, 
follow up operations and train others, 
but most important perhaps, obtain and 
retain the respect of subordinates as one 
who knows what has to be done and 
how well it is being done. 


2. Willingness to delegate responsi- 
bility. The good supervisor goes out of 
his way to develop people, takes ad- 
vantage of the fact that he has capable 
personnel and utilizes these facts to 
delegate responsibility. He realizes that 
indispensability is a myth and is not 
afraid to teach others so that work can 
continue in case of his absence or de- 
parture. He is as aware that sharing 
responsibility creates interest and initia- 
tive as he is that a one-man show de- 
stroys them. The supervisor, in his 
shared responsibilities, must clearly de- 
fine their limits and extents; he must 
not supersede the subordinate to whom 
he has delegated responsibility just to 
show off his own power or to issue 
direct orders himself in the area as- 
signed. 

3. Willingness to recognize ability of 
others. The supervisor must be ready 
to receive, use and give credit for ideas 
originated or transmitted by subordi- 
nates. He goes out of his way to en- 
courage employee contributions and sug- 
gestions, recognizing the fact that the 
line worker is often in a better position 
than he to detect and analyze weak- 
nesses and defects and offer means of 
betterment. The supervisor does not 
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arrogate only unto himself the right to 
suggest changes or improve techniques, 
not does he fail to reward and pass up 
the line the positive contributions of 
his subordinates. 


4. Treating subordinates as individ- 
uals. The supervisor must recognize 
the existence of differences among and 
between individuals, the need for dif- 
ferent approaches to and different treat- ~ 
ments of them. He must appeal to rea- 
son and respect, not fear or favor. He 
must realize and accept the fact that 
human behavior is motivated primarily 
by wants and that it is an important 
part of his job and responsibilities to 
discover employees’ wants and attempt 
to satisfy them insofar as they are rea- 
sonable and practicable of achievement 
within the framework of the job situ- 
ation. 


5. Giving constructive criticism. The 
supervisor must not criticize just to 
find fault or show who is boss. Rather, 
criticism should be directed toward 
helping the worker do a better job, im- 
proving technique or overcoming bad 
habits. Criticism for its own sake is 
neither intelligent nor helpful. It must 
be backed up by reason and wnemotional 
correction and eventually followed up 
to determine its effectiveness. 


6. Avoiding buck-passing. When the 
supervisor delegates responsibility, it is 
in effect, intermediate delegation in that 
he cannot avoid ultimate accountability. 
He must not, therefore, shift the blame 
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SHREDDING 
yy 
MACHINES = 


TIAL RECORDS 
UEPRIN 


5S WITH 


SHRED paper, textiles, ithion, 
cellophane, aluminum, tin foil 
and other materials. 


Operates — Quietly — Cleanly — Safely. 
Little maintenance required. 

Shredding of confidential records im- 
portant to plant security. 

Shredding your paper and other ma- 
terials paves more resilient high qual- 
ity packing material — enables re-use of 
high cost materials for other purposes. 
SHREDMASTERS are selected and used 
by leading concerns and government 
agencies. 


Three models — 
for all 
requirements. 
Write for 
complete 
information. 


Dept. 0-11 CORPORATION 
205 Willoughby Avenue, a Rive. 5. NY. 











WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


imperial 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, indiana 











| the -group. 
| onlv understand the techniques of group 
| leadership but the relationship of group 

. _— | productivity and morale to different 
| does. 


| joint responsibility, participation and 
| recognition. 


| eommand or threat. 


for mistakes to subordinates, but rather 
back them up as he would expect to be 
by authority higher than his own. The 


| supervisor’s failure to do so will not 
| only negate the effectiveness and use- 
| fulness of his subordinates but will con- 


tribute materially to a lessening of the 
respect in which he, himself, is held and 
the authority which he wields. 


While this list might be extended in- 


| definitely, it seems sufficient to show 
| the direction which the supervisor must 
| travel to reach his goal of the most 


productive work group. It is, moreover, 
an indication of the fact that the super- 
visor’s effectiveness is measured not only 
or not so much by his personal work 
as by the quality of performance of staff 


| Supervised and the extent to which staff 


respects and cooperates with him. The 
supervisor must always be conscious of 
the fact that staff failures are, in reality, 
management failures; consequently, that 
success or failure of the organization is 
in direct ratio to the success or failure 
of those performing the jobs. Although 
it may sometimes seem so, no one works 
in a vacuum! 

Group efficiency must always be a 
joint responsibility of the leader and 
The supervisor must not 


types of leadership. He must be aware 
not only of what he does, but of the 
effect of his actions on what the group 
The basis of group efficiency is 


The leadership type of supervision 


| offers the best hope of achieving the 
| goal of the most productive work group. 
| The 


leader appeals to subordinates’ 
sense of cooperation and teamwork, not 
He acts as captain, 
ealling the play, but sees to it that the 
ball is advanced by the efforts of the 
whole team. He shares, whenever pos- 
sible, with the group in planning, as- 


| signing, scheduling. He gives reasons 
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cooWHEN SHE USES 
THE DUPLICATOR! 








One typist can literally do the 
work, not of five, but of ten if 
she uses the office duplicator 
to turn out multiple copies of 
important conference reports, 
sales letters, bulletins, price 
lists . . . and when she uses 
Hammermill Duplicator pa- 
per, only one typing, only one 
checking is necessary. 
Hammermill Duplicator 
works equally well on either 
spirit or gelatin machines. 


Send the coupon 

now for an 

up-to-date sample : 
book of Hammermill [9 
Duplicator and 

the helpful idea- 

book "Duplicator 

Facts." 


eon er we oe 


Hammermill Paper Company, 

1463 East Lake Road, Erie 6, Pa. 
Please send me—FREE—the sample book 
of Hammermill Duplicator and the idea- 
book, “Duplicator Facts.” 


HAMMERMILL 
DUPLICATOR 


Position 


(Please attach to, or write on, your 
business letterhead.) TO-NOV, 


~ 
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BETTER PENCILS 


Find out why daily, more and FREE BOOKLET: 
more cost-conscious business end for free catalog 
firms are adopting “Autopoint” showing full line of 
Pencils for organization use... “Autopoint” Pencils, 
the famous pencils with “Grip- with low quantity 


: , ices. Double-end 
Tite” Tips that won’t let leads pencil Pens mtg 


wobble, turn or fall out. By gergripscoloredtoin- 
equipping employees with dicate color of lead; 
“Autopoint” Pencils, many cut red, blue, green, purple,: yellow or 


black. 
their pencil costs INHALF! And > sj 


Slender barrel, exposed eraser util- 

they get a cost-cutting bonus of _ ity pencil has harmonizing clip, eraser 

pencil sharpening time saved ferrule and tip in silvonite finish. Both 

ca ” pencils come in standard and “Real 

greater efficiency, trouble-free Thin” leads... are popular numbers 

writing. for organization use. Send coupon. 
“Autopoint” and “Real Thin” are trademarks of Autopoint C y, Chicago 


tad 
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AUTOPOINT CO., Dept. 0-1) 
1801 W. Foster Ave., Chicago 40, Ill. 


Send me free booklet giving quantity prices on “Autopoint” Better 
Pencils for Organization use. 


Name_ 





Company__ Re. EERO 
Position__ ene 
Street Address___ 











r---------- 
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for decisions, develops maximum par- 
ticipation and imbues others with a 
sense of responsibility. In return, the 
team responds through understanding, 
willingness and respect. It works with 
a sense of purpose and presents few 
problems of morale, motivation or pro- 
duction. 

The final step remains. Having estab- 
lished the proper environment through 
organizational policy and having deline- 
ated the characteristics and approaches 
which the supervisor must employ in 
dealing with his subordinates, there re- 
main certain factors which are a sine 
qua non if the development of the most 
productive work group is to occur. 
These entail such mutual relationships 
as: 

1. Establishment of group objectives. 
The supervisor defines the place and 
function of the group in the total or- 
ganization. He secures group partici- 
pation in setting and agreeing on pro- 
duction goals. He institutes controls 
to mark and evaluate progress, stimu- 
lates competition and promotes a feel- 
ing of achievement. 

2. Recognition of mutual work prob- 
lems. All jobs, no matter how routine 
or simple, will develop problems, bot- 
tlenecks or emergencies at one time or 
another. No supervisor need necessarily 
feel defensive about these. Rather, he 
may do a great deal to prevent, counter- 
act or overcome them by allowing his 
group to share in and discuss mutual 
problems in the work situation. This 
not only enables him to take advantage 
of the ideas of those closest to the job 
but develops a feeling on the part of 
workers that there is freedom to speak, 
criticize and, most important, con- 
tribute. 

3. Holding regularly scheduled staff 
meetings. Nothing is as discouraging 
to a worker as the feeling that he is 
outside what is going on, that he knows 
perhaps the “what” but not the “why” 
of the job and the job environment. 
Agenda-planned, regularly scheduled 
staff meetings, led by the supervisor, 
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FOR EVERY PERSON 


You can be proud of your 
Sheppard Envelopes, 


g ENVELOPE CO. 


One Envelope Terrace 
Worcester 4, Mass. 


Write today for Free Sample and Price List. 
Dept. #28 














with full opportunity for staff to par- 
ticipate in agenda, discussion and sug- 
gestion provide the most direct means 
of mutual communication. The group 
is given a chance to think jointly about 
work problems, policies and procedures. 
Subordinates receive the latest word 
from the most authoritative immediate 
source and the supervisor is kept up 
to date on what workers think and feel. 
Staff meetings become a superb medium 
for giving participants that essential 
sense of belonging which is so vital to 
most people. 

4. Keeping group informed of de- 
cisions. The supervisor transmits to 
the group not only his own decisions 
but policies and decisions from above 
which he cannot control. Even where 
he cannot justify such decisions, the 
supervisor can at least explain them in 
terms of the total organization and its 
needs and give background, underlying 
reasons, etc. Not only does this policy 
of full information assist tremendously 


in the maintenance of good morale; it 
simultaneously avoids the circulation of 
rumor, unfounded gossip and similar 
means of creating possible unrest, dis- 
sension and dissatisfaction. 

These types of relationship are 
neither exhaustive nor immutable. They 
are designed to point up the possibili- 
ties which exist within any organization 
for developing and maintaining under- 
standing and sympathy between super- 
visor and subordinate to the end that 
the common goal is achieved. It is as 
essential for the worker to see the job 
of the supervisor in his broad group 
and individual relationships as it is for 
the supervisor to remember and act 
upon the fact that workers are individ- 
uals, that they have a right to individual 
consideration, treatment and under- 
standing. Only with such a common 
appreciation which, in the first instance 
it is the supervisor’s responsibility to 
create, can the group hope to become 
truly a productive one. 








@ Make worn folders as good as new. 


@ Ready to use in easy-to-type strips. 


Order a supply of Dennison Reinforced 
File Folder Tab Labels from your 
stationer today. 


Deunioon 
For free samples, write Dennison, 
Dept. TO, Framingham, Mass. 








NEW! Reinforced File Folder Tab Labels 


Here’s why you should use 
Dennison Reinforced File Folder Tab Labels: 


@ Reinforce new folder tabs while labeling. @ Fit all 14 cut folders. 
@ Form a triple strength tab for long wear. @ No ridges to catch on papers. 


@ 8 colors for easy subject classification. 
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It’s CasieV.. with a Tickometer! 


Counting anything is easier with a Tickometer . .. cards, 
tickets, sales slips, coupons, forms, currency, checks! 

And faster—eight to ten times faster than experienced 
manual counters! The Tickometer counts 500 to 1,000 items 
per minute... automatically and accurately records part or 
full counts on easy-to-read registers...cah optionally imprint. 
endorse, or cancel as well. Saves accounting department 
time in hundreds of firms and banks, large and small. 

Anybody can use the Tickometer. Rented, never 
sold, it requires no investment . . . Serviced from 
all PB’s 93 offices. Ask for a demonstration ... 
or send the coupon. 


PITNEY-BOWES 


TICKOMETE 


_ Counting & Imprinting Machine 


Made by the originators of the postage meter ... 
offices in 93 cities in U.S. and Canada. 








PITNEY-BOWES, Inc., 
3491 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer beoklet to: 
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perfect 
RIBBONS 


WW. stoutly insist that PANAMA-BEAVER 


Typewriter Ribbons are best for superior letter 


production . . . because of their fine inking, re- 
cuperative property and sustained perfection 
on the job. Short cut to office efficiency... 


and unmatched for ultimate economy! 


PANAMA-BEAVER 
Henne WN 


MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. Y. 
Coast to Coast Distribution 
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UNITED NATIONS 


Agreed on Thousands of 


Cramer CHAIRS 


The great modern Manhattan Headquarters 
will be furnished with the five Cramer models 
shown here. 


Cramer POSTURE CHAIR CO., Inc. 
1205 Charlotte, Kansas City 6E, Mo. 
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a new, improved 


R.C.Allen 


BOOKKEEPING MACHINE 





at an 
amazingly 
low price 








mm $995.” 


Plys 
applicable toxes 


RC Uhlan 


BUSIRESS 
MACHINES 
— 





R. C. Allen Business Machines, Inc. 
679 Front Ave., N.W., Grand Rapids, Mich. 


Send me complete information about the new R. C. Allen 
Bookkeeping Machine, 














R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 
ADDING MACHINES © 10-KEY ELECTRIC CALCULATORS * BOOKKEEPING 
CHINES © CASH REGISTERS * TYPEWRITERS 
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R.C.Allen TYPEWRITER... 


better Z/ ways 


MODEL 611 





Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
... instant margin set . .. new touch .. . self-centering bajl . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation. . . pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 

Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Prent Avenue, N. W., Grand Rapids, Mich. 
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ris ROTARY FILES 


GIVE YOU 50% GREATER FILING 
CAPACITY WITH YOUR PRESENT 


CARDS AT A LOWER INITIAL COST. 


*EXCLUSIVE ... 
Special compres- 
sion block for tab- 
ulating cards. 


®Rotary trays lock 
in position . 
cannot roll back, 


* Instant removal of 
one card or a full 
rack . . . use 
your present cards. 


*Finger-tip control 
. « « locking slide 
cover keeps your 
records safe. 


Greater efficiency . . . convenience... 

accessibility for your Stock Control, 

Inventory, Purchase, Production, Cost, 

Sales, Payroll, Personnel, and Credit records. The FERRIS ROTARY FILE is 
unequalled because FERRIS is the only rotary file that permits cross-filing and 
complete indexing! It eliminates punched cards, belts, clips, rods — awkward 
fastening devices. Transfer your present cards instantly into removable trays. 
Filing is quicker . . . easier for your operator. You save Time, Wasted Motion, 
Floor Space and above all Cost! 


DEALERS . .. attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD © STRATFORD, CONNECTICUT 
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NO. 4913 
Erase =Rewrite without blurring 


Standard Boorum & Pease Columnar Pads, ruled from 2 to 30 columns. Buff pads also 
Analysis Pads and Special-Purpose Pads made wire bound. 

are made of paper specially designed to 

stand erasing without fuzzing or wearing FOR EVERY RECORD—A WAY TO KEEP IT 
through. You can even erase ink and re- 

write without blurring or smudging. 


Other reasons B&P Pads are so widely 


Standard 
used in thousands of offices throughout the 
country are their soft, harmonious rulings | ea 
and guide lines which make posting easy 
and accurate. ; ® 


Select the right B&P Pads to fit your Product 
needs from your stationer's complete line. 





Columnar Pads—white, buff or green paper, BROOKLYN 1, NEW YORK 
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Why It Takes Less Effort to 
Do Your Work Faster on a Clary 


— 


EASY TO USE, nothing to learn! 
Hand-span keyboard is laid out like 
a ledger page, and motorized control 
bars are plainly marked with symbols 
they print. Nothing to carry in your 
head, problems and answers printed 
on tape. 





UNRETOUCHED PHOTOGRAPHIC MOTION STUDY of a 

moving hand, adding 3 large figures on Clary, shows how 

the world’s fastest adding machine eliminates 75% to 80% 

of the hand movements required by ordinary machines. —_.ygw ROTARY ACTION enables the 

Notice how the Clary’s extra “add” bar at the bottom puts Clary to spin out answers as much as 

your thumb to work. This lets you enter each group of 48% faster than other machines. Swift, 

figures simultaneously—with just one touch instead of four silent wheels replace the usual grind- 
‘ hi. : ing, back-and-forth action that’s so 

or five. And the all-electric Clary adds, subtracts, multi- slow and noisy. Rotary action means 

plies, divides at the rate of 188 operations a minute—faster _ longer life, too. 

than your eye can follow. 


Look for a Clary Representative 
in the phone book yellow pages. 


Clary does your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—“Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. O-8, 408 Junipero Street, San Gabriel, California 
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«no 0 


nee ing: 
-dry' 
6 yery 


andsome, 


andy, 


isy to use. 


THE ORIGINAL 


Improved model A-2 has many extra fea- 
tures that can’t be matched. It prints 
perfectly on thinnest paper or tough card- 
board, on any size from 3” x 5” index 
cards, U.S. Government postcards up to 
4” x 6”. It prints more than 2,000 clear, 
professional-looking copies per hour for 
less than 8 cents per thousand. Constant 
spring pressure guarantees one-at-a-time 
feed and insures hairline register for easy 
multicolor printing. As many as 4 colors 
may be printed on a single card by using 
replaceable, easy-to-clean drums. 


CALL YOUR STATIONER, OR WRITE DIRECT TODAY! 


w 


HAND STAMP 


Makes Any Hand Stamp 
in MINUTES!!! 


® Automatic 
Card-Size 
Duplicator 





\ es 
ow 
Th 


make sure 
this 
isn't yours! 


This fingetprint could be yours . . . 

if you use ordinary spirit duplicating 
carbon papers. But hands always stay 
clean (no smear, no smudge) with 
jeen’s new... 


a 


\: ~~ 


ul 
the new QUEEN 


: ocoat 


spirit duplicating carbon paper 


@ recommended for long runs 


@ recommended for sharp, clear copies 


Unlike ae ge a eB carbon 
papers QUEE TECT-O- 

tT spirit "duplicating carbon papers, 
ere coated by a new process that safe- 
guards your hands (and clothes, too) 
against stains and smudges. Eliminates need 
for special stain-removing soaps and cleans- 
ing preparations. 


Available in fiat sheets or master unit forms 
—either mn or pre-printed. Write 


te toda 
for yom ree mple of QUEEN ‘'PROTECT- 
0-COAT" spirit : dapleetion carbon paper. 


128 Wythe Avenve - Greeklyn 11, New York 
Manufacturers of: 
INKED RIBBONS © CARBON PAPERS © MASTER UNITS © CARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 
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JEM PO DOES (T AGAIN ( 
THE NEW 


Self- Controlled” 


" The First High-Speed, Quick-drying ink 
recommended for both open and closed - 
cylinder stencil duplicators. 


Holds its place in the cylinder even at 
highest speeds. Costs no more than 
ordinary inks. Try it in your Duplicator. 


See your Tempo Dealer or Write us Direct 


OTHER FAMOUS TEMPO PRODUCTS 
Tempo Film Stencils . . . for the kind of copy you want. 
Tempo “500” Ink . . . for that press-printed finish. 


Tempo Electric Duplicator . . . Today’s most 
progressive advancement in office printing. 





Milo Harding Company 
ESTABLISHED 1904 


Efe mew 434 West Pico Boulevard 


a 
STENCIL 


cts Los Angeles 15, Calif. 
DUPLICATING provu a 
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PRONTO FILE CORPORATION 


285 Madison Avenue New York 17. N.Y 














r WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return his designs, I had just about 
bome to give the business to his competitor. While we talked I did 





‘some looking around. Pretty soon we were shaking hands on the 

ontract ... and I felt I'd been smart to give the job to his company. 
Afterwards, I asked myself: what sold me? 

The facts and figures were right of course—but the competition's 

otations were right too. I believe what really clinched the deal was 

e atmosphere of Bill's office—the air of competence and efficiency. 

looked well organized—like a place where a job would be done well. 

» "Y and E” equipment is both attractive and efficient. It helps you 

Bell yourself... get the order . . . and get things done. 

“Y and E” offices are designed for success. 





MARK OF SUCCESS 


1020 JAY STREET « ROCHESTER 3, N.Y., U.S. A. 
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What the sewing machine did for sewing, 
the BATES ELECTRIC STAPLER does for stapling. 
A touch of the paper and the BATES ELECTRIC 
makes its own rustless brass staple from a 
spool of wire . . . “shoots” it quick as a wink 


5000 shots with one loading 


... securely fastens up to 20 sheets of mes 
dium weight paper. Say goodbye to tiring, 
time-wasting manual stapling . . . speed up 
the job with a BATES ELECTRIC. Clip the coupon 
for full information. ‘ 


Smaller than a typewriter... only 27 Ibs. 


Extremely quiet 


Rubber “toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble ... actually pays for itself in a short time. 


Se 


Grange, W.). + H.Y. Offices, 30 Vesey St. 
Staplers —_—Perforators 
List Finders Eyeleters, ete. 


THE BATES MFG. CO., 30 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


Ne citinitincnticisasessoseita i 


My stationer is 
Address 








8 NL AME SS TINE EIIE HSB 


1. Automatic clear signal. 5. Easy-touch key action. 


; Check these 


outstanding 


2. Automatic space-up of tape. 6. Large answer dials. 


3. Automatic credit balance. 7. Subtractions in red. 


features ... 4. Full, visible keyboard. 8. Heavy-duty construction. 


These National Adding Machine features can mean money to 
you ...in time saved .. . in added accuracy . . . in more work done 
with less effort. Prove it in your own office, on your own work. 

Call the local National Cash Register Company office, or the 
dealer or distributor for National Adding Machines. Arrange 
for a revealing demonstration now! 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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PRIZE ATLANTIC 
1951 


ONE 


WILL ma : / HOUR 
ADD ) OFFICE 


TIME 
TO SAVED 


ANY So ' — pn TODAY 


OFFICE \ Wet, 0/8 2S a IS $1-$2 
wh SAVED 


‘ee 
had 
rans lie 


Cut COLLATING COSTS 

Simple motions with both hands at the same time comply with latest principles to promote highest 
Efficiency yet minimum of fatigue. Assembly of Carbon with second Sheets is simple yet precise 
and easy. Hands do not touch the Coated surface of the Carbon, the assembly is completed with 
saving of time as well as automatic alternating of Carbons on each assembly, thereby wearing out 
each sheet of Carbon evenly, saving on purchase of Carbon. 

This patented device is the result of much study by our Engineers who have made obsolete the 
old ''Model T'’ methods of assembly of Carbon for manifold work in an Office. 

This Kopy Aligner Device was awarded FIRST PRIZE for both Appropriateness and ECONOMY at 
Atlantic City at the Annual Convention of The National Paper Box Manufacturers Association 1951. 
Kee Lox will back up this wonderful device using Kee Lox Kopy Aligner Carbon by sending to 
ANY SECRETARY or PURCHASING AGENT, FREE, no obligation whatever, one Box with 25 Sheets 


of Carbon, the size you use, if requested on the Letterhead of your Company. Only a small 
request of you, but the samples we send will repay you many, many times over. 





Please mail at once 
KEE LOX MFG. CO. 
ROCHESTER |, N.Y., U.S.A. 


Please send FREE samples and Box as above to 


TODAY 
shld We use Machine, check please 


THANKS “Oo 
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Steclnaste 
V3 ables 


VIZ-ABLE CARD 
FILING FACILITIES 








iN . 
Psa Perfectly adaptable 
Ta om) | for all systems of 


Uniform visibility of 
pockets—full .0025 
. Pockets 





visibility die 
¥ cut fos 3x5, 4x6, 5x8 
cords. 


Smart plastic hard- 
ware — double card 
holders for fuller in- 
dexing . . . organizing. 


Easy portability— 
workability and access 


te drawers—short 





wanes 
reer 
Seen 
Lelelelebahe! 





i 


Si SAU pas Hee 


\ sa— 





asco international, Itd. 170 west.233 st., new york 63,n. y- 
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VIZ-ABLE CARD 
FILING FACILITIES 
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the lowest cost 
ViIZ-ABLE System 
in the world! 





asco international, Itd. 
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170 west 233 st., new york 63, n. y. 
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SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
materials, making our line 
an outstanding quality line... 








We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 
also invite: your .inquiries 
for specially made pro- 
ducts. 





SUPER POCKET 
O° THE ALL PURPOSE FILE” 


EXPANDING WALLET 


N THE Gimead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 





Why take 
less than 


the best? 


wit 


TILE 





Theres nothing 
finer than 
MERCURY Af 


propucts “ 


Look to the leader—look to Mercury—for 
reproduction on office printing machines that will rival 
work turned out in professional plants. And no 
wonder! . . . for Mercury-Graph Rollers and 
Mercury-Lith Rollers and Blankets are made from the 
same materials by the same scientifically precise 
methods and in the same great plant that turns out 
the finest accessories for the nation’s huge 
lithographic and printing presses. 


RAPID ROLLER CO. 


D. M. RAPPORT, Pres. Federal at 26th CHICAGO 16 


MERCURY-LITH ROLLERS AND BLANKETS 


for Multilith printing machines 


MERCURY-GRAPH ROLLERS 


for Multigraph duplicating machines 
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RONEO Sells Faster .. . because 
RONEO has More fo Sell! 


Your customers will love the precision 
workmanship, the precision results that 
RONEO offers. Not only does RONEO 
cost less, it also saves in day to day run- 
ning, both in ink and paper. Imagine run- 
ning a second color with close registra- 
tion, and being able to set up that second 
color in just seconds. Demonstrate the OTHER : 
quality RONEO features and watch the RONEO MODELS | — LIST PRICE $690 


sales roll in. 

MODEL '"150"" 
© PRINTING PRESS PRECISION 
@ TOP-END STENCIL RELEASE ene syereied, 
* OOF CYLINDER Bie s 14" 


MODEL ''POLICY"' 
Automatic, 


r size to 
Pie’ x 14", 


PHONE: Cl 5-6940 








WES! S27: th SPR EST 28 NEW VORB 19, 








re 


e CONTINUING RESEARCH toward 
both product development and improvement has 


built the Rose REPUTATION for quality and value. 


. ORIGINATORS of the world-famous 
Rose "“STA-CLEAN" Duplicating Carbons and 
Master Units with the protective metallic coating 
and Gold Sealed Edges which prevent the soiling 
of hands and clothing. 


This product has won for Rose recognized leader- 
ship in the highly specialized field of SPIRIT 
DUPLICATION. 


. A COMPLETE Line of Duplicating 
Carbons and Master Units. 





*now available in BLUE, RED, GREEN, and BLACK as well as PURPLE. 
PAT. APPLIED FOR 


R43SE RIBBON & CARBON 
.2 MANUFACTURING CO., INC. 








GENERAL OFFICES AND FACTORY - - - - HARRISON, N. J. 
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Reduce Clerical Turnover ! 


Save Yourself Money... 
with ROL-DEX* by Watson! 


established 1887 





ROL-DEX installation in the office of Service Pipe Line Company, Tulsa, Oklahoma. 


Clerks do more work with ROL-DEX by Watson than when using 
ordinary filing equipment but are not as tired at the end of the day. 
Records roll to seated operator with finger-tip touch. There is no 
walking, stooping or squatting. Because ROL-DEX by Watson 
reduces fatigue it reduces errors too. Satisfied operators stay on the 
job, saving you time and money in training new help.’ Mail coupon 
below and learn how ROL-DEX can help your business. 





ROL-DEX DIVISION 
eae : = Watson Manufacturing Co., Inc. 
* Pat. and Pats. Qa aD Jamestown 12, New York 


Pending Please send me information about ROL-DEX rolling units. 
“ROL-DEX by WATSON Company 
means 


ECONOMY for YOU." 
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ANOTHER SA LABOR-SAVING SERVICE 





F NOW Furnished with headings 
—— printed to your specifications... 
at remarkably low cost to you 


| @ Made of high rag content substance 28 green tint ledger stock. 
| © Pen ruled and green edged © Eliminates eye strain and eye glare. 
7° Excellent writing surface © Will withstand erasures @ Headings are printed to 





your specifications—a real time-saving feature. 


ALL SHEETS PUNCHED TO 


FIT STANDARD BINDERS orger as, f0" 21% 
SHEET SIZES vous mit my ea hee 


" " * 24 
WA" x 1% : mples and 
| | " x 14" Send f T] oF articular’. — | 


jee ais 


S:‘K FORMS COMPANY 
sie 


309 WALNUT STREET - PHILADELPHIA 6, PA. 
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They begin where mere adding machines leave off 


New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 
chines that need trained operators. 
Victor Custom models do such im- 
portant calculating jobs as figuring op- 
10-key Keyboard ating and budget ratios, comparative 
sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 
print results on the tape. 





NESS IEE REIN ARR as ty cama 





[@D 02987654321 Q|\ 


Movable Decimal Marker Speeds 
Calculation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 





tiplication, division, addition and sub- 
traction of decimal equivalents. 


Full Keyboard @eeseeeceeeeeoeseseeeenesnese@ 
aati on There are 42 basic Victor models. 


? ss To learn how Victor can give you extra 
Calculating Jobs without service on your figuring problems mail 


Trained Operators —Thaté coupon or call the Victor Branch or 
th e “Plus” We get fro on Dealer listed in Classified Phone Book. 


Victor Adding Machines. 





} Victor Adding Machine Co, 
ilt., 


4 Chicago 18, Dept. OM-1151 
f) Please send me free new booklet “Secret 
& of Speed.” Tells how Custom machines do 
&@ many important calculating jobs. 
4 Send me free information on complete 
§ Victor line. 

Name 


VICTOR ADDING MACHINE Co.M—AL&i'); semisinniiene 


CECLIAM ! A adress 
The World’s Largest Exclusive 
s of Adding Machines IT TAKES City State. 
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GET ON THE BAND WAGON! 


comparison proves 


KLEAN-WRITE 
STENCILS 


4 the world’s finest! 
: “Easy on the Eyes” green fer finest visibility. 





*® Will not be injured by hard set inks. 
Top printing on stencils that can’t be rubbed off. 
© Perforated film—no glue on hands or machine when 
using film stencils. 
© No bleeding onto backs; interleaving paper entirely eliminated. 
@ Available in green, blue, white, yellow or black; with or without top 


g WE WILL SEND YOU tree somples ond FRANKEL 
: : MANUFACTURING CO. 


DENVER 2, COLORADO 


In New York City, contact 
Crystal Copy Corp., 23 West 23rd St#. 


Tue Orrice—November, 1951 





If there’s dust or rust on it... 
It may be precious SCRAP! 


iF IT’S 


One half of the output of open-hearth steel-making furnaces 

comes from scrap. 
oday, the mills and foundries aren’t getting a iron and 

steel scrap to keep up with greatly increased steel production. 

asa by digging out all the never-to-be-used odds and ends 
of broken, worn-out and obsolete factory equipment . . . can mills 
and foundries get all the scrap they need. 

If they don’t get it, steel soslaaiion rates will probably decline. . . 
and our country’s effort to maintain —- strength and civilian 
prosperity at the same time, will be hampered. 


It’s YOUR Job to Furnish More Scrap 
Non-Ferrous Scrap, Too! 


Institute a real scrap salvage program in 
your plant. — one top official in your 
company to take full a ave 
him consult with your local Scrap Mobiliza- 
tion Committee and local scrap dealer. 

__ Do this now. Write for a copy of the book- 
let “Top Management: Your Program for 
Emergency Scrap Recovery”, to Advertisi 
Council, 25 W. 45 St., New York 19, N. Y. 
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YOU, TOO, CAN 
CUT REFERENCE TIME 


this easy way ! 


Yes, with Victor Mak-Ur-Own* Celluloid Index Tabs, , 
any index you want is yours . . . and it’s as simple as 
A—B—C! Safe, too, because Mak-Ur-Own* is made of 
non-inflammable cellulose acetate. 

You write, type or print any index you want on the biank 
label . . . insert in a strip of Mak-Ur-Own*, cut it to the 
desired size and attach to the record. That’s it... 
and you've got a handy tab that will outlast the record it’s on. 
Cards, catalogs, reference books, etc.—all become doubly 
efficient when their vital information is brought to 
your fingertips with Mak-Ur-Own* Index Tabs. 

Buy some Mak-Ur-Own* from your stationer today ... 
and accept no substitutes. Be sure you get the genuine, 
original Mak-Ur-Own* Index Tabs. You'll find hundreds of 
uses for them around the office . . . and at home too! 


*Trade Mark Reg. U.S.A, 
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| SHARP } 
LEGIBLE CARBONS 
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FOR PERFECT COPIES, Dudinguished 


TARA eZ aLislingwished PAPEE 


Shipping department, billing department, the boss’s confidential file . . 

every duplicate is a perfect record when you use TARA. 100% ra 
tissues with hard, clean surface mean sharp, accuraté@ 

reproduction and easy reading. N 

smudging, no fingerprints, faintness o 

blurry erasures. Yet TARA 

brighter writing and longer life cost yo 

no more than ordinary carbon pape: 





THE AMERICAN CARBON PAPER CORP 


~ i all 


Exclusive Silver Shield 


Non-Curl Backing 


PROVE IT NOW! tides cca uaa 
No matter how many copies you usually ie BO is 
moke, try TARA... FREE. Mail the coupon ee 
now for free samples without obligation. 





This 


Revolutionsz! 


Is The Com bination 


Record -Keeptus 


Your 


That Will 


Records are made to be kept—not 
} just any old way, but neatly, accessibly, systematically, safely. The one 
+ sure method that meets this ideal is the combination of 


CCO FASTENERS | 
and ACCOBIND FOLDERS 


cco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets, It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over’ the prongs of the Acco 
Fasteners in your A¢cobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto. 
RARER SS SRI EES +. oR TNR ES CRIB ERR SS ohne CoRR RED 
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RHE TE BATE BBS BEG aap 


Rocka Pile 00 


Wood Furniture 


For the modern office setting a new concept of attrac-: 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 





(‘heckmated by cancelled checks ? 


IF RECONCILING cancelled checks means 
Bong hours and short tempers for your of- 
fice, you may find yourself in a tight spot. 

Payroll checks, dividend checks, checks 
pr accounts payable, every check has to be 
puble-checked promptly and accurately. 

) That’s why so many firms, in every kind 

business, are making the move to McBee 

Beysort checks and “batch reconcilia- 

pn.” Keysort checks are easy to handle, 

Pasy to understand, provide greater accu- 
Facy, save up to 85% in operational time. 

Any girl can learn to reconcile checks 
the Keysort way in half an hour. Keysort- 


ing is less tedious than any other form of 
check reconciliation. And because Keysort 
is so flexible, the girls can double up on 
the job without special training. 

By adding pre-coded punched holes to 
your checks, Keysort takes the dirty work 
out of reconciling. When notched, these 
marginal holes make it easy to sort both 
large and small volumes of checks in min- 
utes—and make it easy to see that checks 
are filed correctly. 

There are McBee offices in 80 U.S. cities. 
Ask the McBee man near you to drop in. 
Or write us. 


THE McBEE COMPANY 
8 


Sole Manufacturer of Keysort—The Marginally Punched Card 
295 Madison Ave., New York. Offices in principal cities. 
McBee Co., Ltd., 11 Bermondsey Rd., Toronto 13, Ontario 
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A Winning Team 


ANY 
OFFIGE 


You'll be surprised at 

the saving in time and 

money when you put 

this team to work. One girl and a Davidson will 
easily do all your office folding... monthly statements, 
form letters, bulletins, advertising literature, etc. The 
job will be done in a fraction of the time required 
for manual folding...without overtime...without 
upsetting office routine. And your mailings will go 
out on time. Any girl can operate a Davidson. Easily 
adjusted for the many different folds. It handles light 
and heavy paper and is sturdily built for lasting, 
trouble-free service. Even if you use it but once a 
month it will quickly pay,for itself. Want details? 
Write for our interesting “Fact Book.” 


Davidson 
FOLDING 
MACHINE 





DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adams Street, Chicago 7, Illinois 


rote DEMETATN 


ASK 








Other Davidson Folding Machines 








For offices where the volume of folding 
is considerable and extreme accuracy 
is desired, the Davidson Model 129 
Folding Machine is recommended, It is 
engineered for precision folding at high 
speed. It will produce 2 wide variety of 
parallel folds, handling sheets from 
3”x3” up to 14”x20”. 


The Model 133 Davidson Folding 
Machine is a high production, precision- 
built unit that does both parallel and 
right angle folding. Easily adjusted to 
produce many different types of single 
and multiple folds to meet almost any 
requirement. It will handle sheets from 


»93"x3” to 14”x20” with extreme accuracy. 


Write for descriptive literature 
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New invention will 
revolutionize Microfilm filing 


Now, for the first time, you can group 
your space-saving microfilm records 
by subject—and file and find them as 
edaily as ordinary correspondence. 

is new development is KARD-A- 
FIEM, a holding device that gives you 
actwe, folder-type filing of microfilm 
redprds. It lets you take out inactive doc- 
umients, add to your files to keep them 
upao-date. And you can use the records 
wifPout removing them from the card— 
forglife-size viewing or accurate, inex- 
pefigive reproduction. 

pu can put 60 letter-size documents 


on @ single 8” x 5” Kard-a-F‘lm card—- 


and you can get larger or smaller capac- 
ity cards to meet your filing needs. 

Think of the space—and dollars — you 
can save on this basis: an ordinary file 
drawer holds 3-4,000 letter-size records; 
with Kard-a-Film, the same drawer holds 
over 250,000! Yes, the same drawer, for 
you can use your present filing cabinets, 
your present filing system. 


FREE— Folder F 299 gives you all the details, 
explains how to index, how to set up a file, 
how to save money with Kard-a-Film in your 
business. For your free copy, write Manage- 
ment Controls Reference Library, Room 1465, 
315 Fourth Ave., New York 10, N.Y. 


ARD-A-FILM is exclusive with Memington. Ftanul. 





Don’t Neglect Your Office 
Air Raid Defense Planning 


SIDNEY FELDMAN 


ing business hours, upwards of 20,- 

000,000 white collar workers poten- 
tially would be in danger of death or 
injury, along with millions of other 
people. Civil defense officials have 
warned that atom bombs may rain 
upon American cities simultaneously. 
These officials believe that, in the event 
of declared war or sneak attack, our 
Air. Foree could intercept only a small 
percentage of all foreign bombers. 
Danger exists that submarines also may 
make an atomic attack. 

Despite this ominous picture of death 
and destruction in the sixth year since 
the first primitive atom bomb was un- 
leashed over Hiroshima, American scien- 
tists have developed more potent atom 
bombs while the American public has 


|: an atom bomb should strike dur- 


developed more apathy toward possible 


atomic ravage. In turn, Congress re- 
peatedly has slashed national civil de- 
fense budgets, encouraged by public 
indifference and partly because it feels 
that no worthwhile civil defense pro- 
gram has been planned. 

Civil defense in the United States 
today is undermanned and ill-equipped. 
There are insufficient funds to furnish 
states and cities with complete fire- 
fighting, warden service, engineering, 
transportation, rescue and air raid 
warning facilities. There are further 
shortages of welfare services, research 
and development, along with inadequate 
medical stockpiles, vehicles and other 
apparatus. In the face of this situa- 
tion the public continues to remain 
largely indifferent, mostly unorganized 
and vaguely informed. 

It has remained for business firms not 
to depend upon public funds and volun- 
teers, but to see the necessity and seize 
the opportunity of informing, assigning 
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and training their employees—from of- 
fice boy to president—and providing 
them with proper equipment for civil 
defense during business hours. Even 
then, some firms still have sketchy civil 
defense preparations, if any. Never- 
theless, preparations of an unknown 
atom bomb offensive must be countered 
with definite preparations and planning 
for civil defense. 

The “problems of preparation against 
atomic attack are more organizational 
than technical,” said H. De Wolf Smith, 
scientist, engineer and member of the 
Atomic Energy Commission. Many 
leading American business firms are 
proving their awareness of possible 
atomic devastation by organizing their 
personnel and offices. This two-fold 
approach means organizing personnel 
to act quickly and efficiently in emergen- 
cies, as well as utilizing offices and their 
physical facilities. Offices, in a large 
building or factory, can serve for pro- 
tection and possible evacuation, feeding 
and medical care of bombed out em- 
ployees. 

While there are many types of civil 
defense organization, a general and 
easily adaptable form for large and 
small offices is outlined here briefly. In 
offices of a large company, housed in 
its own building, the civil defense or- 
ganization usually is headed by the 
superintendent or manager of the build- 
ing who serves as building control di- 
rector. He works hand in hand with a 
Civil Defense Committee, often includ- 
ing the business director, personnel 
manager, office manager and various de- 
partment heads. 

Small offices, which are in rented 
units of a large building, often are 
represented by their office managers 
working in conjunction with the build- 
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ing control director who is in overall 
charge of the building. A basic plan 
has been decided by the Chase National 
Bank, which has similar programs being 
carried out by each of its many 
branches. A slightly different approach 


is used by Burlington Mills, which has 


main business offices in the Empire 
State Building in New York, and more 
than 70 plants and offices throughout 
the U. S. Since a company-wide de- 
'fense control plan would prove imprac- 
'tical, each plant is an independent 
unit which ties into defense plans of its 
local community. 

It is common practice for the build- 
ing control director to integrate his 
plans and operations with those of area 
police, fire, health and public works de- 
partments. Thus he is in a position 
to coordinate operations for his office 
building with those of a community or 
entire civil defense region. In some in- 
stances the building control director also 
is in charge of the local civil defense 
organization. 

Many company employees also serve 
after work hours in their community 
civil defense organizations. A eommon 
example was set by members of the 
Girls Club of U. S. Rubber Co. offices 
at Detroit who also serve as lozal civil 
defense volunteers. In some cases, com- 
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Office workers leav- 
ing their desks for 
the shelter area in 
the 20-minute docu- 
mentary film, “Tar- 
get: U.S.A.", distri- 
buted by Cornell 
Films, New York. A 
fire-resistant Mosler 
Safe plays a "star" 
role in this movie 
which shows how to 
plan an air raid pro- 
tection program. 


munity civil defense leaders have so- 
licited volunteers from large business 
organizations. Companies are releasing 
office employees to act as interviewers, 
on company time, to serve community 
civil defense. Among others, the Metro- 
politan Life Insurance Co. has let wo- 
men members of its staff serve as civil 
defense recruiters for the New York 
Civil Defense Organization. 

As chief of air raid defense, the 
building control director heads a large 
staff drawn from employees of a single 
company or many individual office units 
doing work similar or adaptable to their 
gecupations. Two important lieutenants, 
and their deputies working immediately 
under him are assistant building con- 
trol directors. Serving under the as- 
sistant building control director for per- 
sonnel are the chief post wardens, and 
other wardens in charge of traffic, shel- 
ter, search, blackout, protection, first aid 
and feeding. Education and training of 
personnel also are under his charge. 

The assistant building control diree- 
tor for plant and property controls the 
communications and engineers wardens, 
the fire watch and fire brigade; and 
utility, demolition and repair, and bomb 
and roof squads. In large office build- 
ings, occupied by many different busi- 
ness firms, the building control direc- 
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tor works with tenants and building 
employees who are responsible for 
operations on their particular floors. 

Most business firms assign their Civil 
Defense Committee to spend several 
months studying problems presented by 
each department until they evolve a 
plan and form an organization to ful- 
fill it. Once the plan is approved, 
proper personnel are asked to volunteer 
or may be appointed, then trained, as- 
signed, equipped and rehearsed in their 
duties. Educational orientation and 
training courses are most important, 
both to acquaint employees with their 
assignments as well as to maintain their 
interest and morale to meet the dangers 
which menace. 

In addition to training on the job, 
wardens and other workers can attend 
community sponsored meetings where 
they are acquainted, by talks, demon- 
strations and movies, with general as- 
pects of atomic warfare precautions. 
Civil defense procedures also are fully 
described in manuals to enable workers 
to be trained quickly and well, and to 
inform responsible officials of the en- 
tire organization and its functions. Bet- 
ter understanding, as well as personal 


In many _ instances, 
private business 
shelters are shared 
with the general 
public who must 
leave the street and - 
follow the "To Shel- 
ter" arrows when an 
alert sounds. 


(Wide World Photo) 
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interest, often are encouraged in civil 
defense activities when pictured and re- 
ported in company house organs. 
Morale is improved and operations as- 
sume more serious mien when wardens 
are - identified with colored armbands, 
helmets, and other regalia. 

Office civil defense procedures can be 
based profitably on experience gained 
from civil defense practices instituted 
during World War II. First aid pre- 
cautions and preparations against in- 
juries from accidents, and regular fire 
drills also prove extremely practical. 
Evacuating personnel to special shel- 
ters or shelter areas is just one step 
beyond seeking safety from fire by lead- 
ing them out of a building. 

During practice evacuation drills at 
offices of the New York Telephone Co., 
871 employees at Albany, N. Y., were 
guided to 10 shelters in 5 minutes. In 
its Bronx, N. Y., offices, 900 employees 
made their way to 8 shelter areas in 44 
minutes. Finding shelter makes more 
sense when organization maps or charts 
readily show each employee where he 
and his department fit into the broad 
operation which can help save his life. 

Each department at the New York 














Daily News, for example, has been 
posted with prominent signs showing 
“Where You Are” and “Where your 
Shelter Is.” Such office areas previously 
had been surveyed by Civil Defense 
Committee members who specified the 
most advantageous shelter areas, erec- 
tion of special shelters if necessary, and 
specified halls and doors to be marked 
or painted to show simple directions. 
Safety paths and aisles regulariy 
should be checked and kept clear of 
desks, filing cabinets or any other 
blocks to quick exit. 

Preparations for emergencies require 
defense facilities and equipment to be 
tested regularly and kept ready for im- 
mediate use. Most important is a con- 
trol room to serve as nerve center for 
operations by the building control di- 
rector. The room is most advantageously 
located on a low floor in the core of a 
building. It should have a walkie-talkie 
radio or radio or telephone inter-com- 
munication system—all operated by bat- 
tery or motor-driven generator. Hand- 





operated sirens or buzzers also are prac- 
tical should electric current be cut. As 
added precaution, it is advisable to in- 
sure communications by organizing a 
squad of office boys as emergency mes- 
sengers. 

In the event of an electric failure, 
paths of light will shine through escape 
lanes leading to shelters at the New 
York Herald Tribune offices where 
house electricians have rigged up a sys- 
tem of dry cell batteries and a 6 cylin- 
der, gasoline driven 25 kilowatt genera- 
tor. Among other preparations, fire- 
fighting brigades must be fully equipped. 
Flashlight, bottled water, rope and 
other emergency equipment must be 
stocked in advance. 

First aid facilities also are to be pro- 
vided. These include a sheltered first 
aid station, equipped with instruments 
and medical supplies including blood 
plasma, as well as kits for wardens 
and portable medicine chests to be taken 
to casualties unable to move. First aid 
kits and stretchers also can be placed 
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Sketch of a basement air raid shelter from the film, “Target: U.S.A.” 
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at strategic points throughout an office 
building. Existing company medical 
quarters or first aid rooms can be modi- 
fied to meet these needs. Similarly, 
lunchrooms and restaurants should be 
stocked with tinned rations, powdered 
foods and bottled drinking water. If 
possible, it is advisable to relocate medi- 
cal and feeding quarters to safer areas 
on lower floors in the center of the 
building or in or near the basement. 
These places are particularly important 
since many persons congregate there 
at a time. 

Estimates are that, should there be 
an actual atomic attack, the building 
control director may be warned about 
ten minutes in advance. As an office 
worker, be you office boy or company 
president—you stand the chance of los- 
ing or saving your life within those 
600-odd seconds. 

Direct or near-hits are most danger- 
ous. But, there may be far greater 
danger from panic. As in the case of 
fire, so in the ease of an atom bomb 
attack—walk, do not run. Foolish fears 
and idle rumors often can conspire to 
kill where the atom bomb may not even 
be present. Such man-made catas- 
trophe can best be controlled by train- 
ing employees in civil defense pro- 
cedures so that they know what they 
are doing, how to do it, and why they 
are doing it! 

What happens during an atomic ex- 
plosion? An atom bomb burst is fol- 
lowed by a sudden flash of light. This 
great ball of fire burns like 100 suns. 
Then three rampaging effects cause 
death and destruction: (1) blast, (2) 
heat, (3) radiation. 

The place directly below an atom 
burst is known as Ground Zero. Greatest 
damage will result a half-mile concen- 
trically around this area. Building 
facings will be blasted off, roofs pushed 
in, exposing upper parts of most high 
office buildings as twisted steel frame- 
works. Where big office buildings stand 
together, one building can protect others 
behind it by helping to break the flow 


Tue Orrice—November, 1951 


Wide World Photo 
Simulated stretcher cases were treated in an 


air raid test by office employees of Eastern 
Air Lines in New York. 


of a blast wave. 
Survival chances are lesser on upper 


floors, whereas heavy layers of steel and | 


concrete protect people on lower floors. 
Among the safest places in large and 
small office buildings during an atom 


attack are lower floors, basements and 7 


ground floors, provided there is little 
glass in lobbies and corridors. One of 
the nation’s most promising refuge sites 
is the large sub-basement newsprint reel- 
room of the Chicago Tribune which is 
surrounded by natural barriers of thick 
earth and concrete. Survival chances 
are slimmer in small wooden buildings, 
especially those without cellars. 

A telephone operator and another girl 
were in the Banker’s Club basement at 


Hiroshima when the atom bomb ex- 
(Continued on page 86) 
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The Mail Routing Guide 


MILTON REITZFELD 
Management Consultant, New York. 


portance of mail, it is only when 

mail is missing from the scene that 
its value as a lubricant for the smooth 
operation of administrative machinery 
becomes apparent. 

Failure to receive mail or to receive 
it on time often results in lost bids, Jost 
sales, lost opportunities to buy, delays 
in production, paperwork backlogs, lost 
good will, and other disadvantages that 
business must avoid to achieve sound 
management. Those confronted with 
mail distribution problems can supply 
additional shortcomings in administra- 
ion and production that are a direct 

y-product of improper mail routing. 

Incorrect routing of correspondence 

ften produces friction between per- 

nalities. Distribution reaches an im- 

asse when the person distributing the 

ail finds himself in the dilemma of not 

nowing proper routing and starts a 

1ain reaction—department to depart- 

ent and executive to executive—buck 
assing correspondence. In this situa- 
ion recipients of mail are undecided 
r uncertain of their proper authority. 
is is a condition, normal only to new 
anizations and positions. It demands 
mediate attention when prevalent in 
enterprise, organizational unit or 
"position of long standing. Uncontrolled, 
improper distribution of mail becomes 
a serious matter, particularly in a 
dynamic and expanding business. Fail- 
ure to check the matter courts minor 
disaster. 

Complication and delay in adminis- 
tration occurs when correspondence is 
distributed via department and branch 
heads, a practice common to most or- 
ganizations. The method requires execu- 
tives to read, review and reroute, or 
direct subordinates to reroute mail to 


[ecrence most of use realize the im- 
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personnel responsible. In larger corpo- 
rations, it is not unusual for such re- 
routing to take place three, four, or 
more times as the letters seep down 
to the lower levels. In addition to being 
a duplication of effort and an unneces- 
sary waste of time, review of mail by 
supervisory personnel ties up a sizable 
portion of executive manhours. 

There is no doubt that the system of 
routing mail through executive person- 
nel is encouraged by many supervisors 
in the belief they need to know every- 
thing concerning their departments to 
properly manage them. This is not 
true. Waste of the limited supply of 
executive talent should be discouraged 
by pointing out capabilities of assistants 
and trained specialists who have been 
hired or promoted by virtue of knowl- 
edge and experience. The main func- 
tion of the executive is to plan, develop 
policy, give counsel, train and coordi- 
nate the efforts of his subordinates. He 
should be oceupied with the exception 
rather than the usual. Routine matters 
must be handled by subordinates and 
specialists hired for specific tasks to 
allow supervisors the necessary time to 
be executives. The one-man-show is 


decidedly dangerous for growth of busi- 
ness and morale. 

Perfect routing of mail demands eom- 
plete knowledge of the operations of 
each organizational unit and the fune- 
tions of each supervisory position by 


subject matter. As a rule, mail clerks 
route incoming correspondence from one 
or all of the following criteria depend- 
ing upon the size of the organization 
and the attention given to management 
controls: memory, functional organiza- 
tion charts, check lists, manuals. Dis- 
tribution by memory is obviously faulty. 
Even the most detailed organization 
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chart or check list cannot indicate the 
function of each facet of business and 
all supervisory positions. Routing mail 
from such criteria is at best beset with 
many inaccuracies. Manuals usually 
give-a detailed description of broad 
functions of departments, key- and pro- 
totype positions, and include major 
paperwork procedures and policy. Re- 
ducing organizational units and super- 
visory positions to the subject matter 
handled is rarely ever done since it pre- 
sents an obsolesence problem difficult to 
overcome. Thus, it is not unusual to 
have difficulty in routing correspond- 
ence, and mail clerks call upon memory 
or other “crutches” to ferret out proper 
distribution, even when manuals are 
available. 

Delegation of authority to key 
subordinates allows executives sufficient 
time for the more important matters— 
time to receive members of staff—time 
to get out of the office and look around 
to spot trouble before it comes howling 
down their necks. Department heads 
and supervisors who read and review 
mail other than that of a policy nature 


are wasting the time for which they have 
been hired and are being compensated. 
Routing correspondence direct to the 


Failure to receive 

mail, or to receive 

it on time, can re- 

sult in loss of busi- 

ness, production de- 

lays and lost good 
wil 


By Ewing 
Galloway, N. Y 
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individuals involved, bypassing heads 
of departments, requires a method more 
accurate than the use of organization 
charts, check lists and manuals, to say 
nothing about memory. It requires a 
system that will impart accurate and 
intimate information concerning the 
functions of each department, section, 
and key person in the organization. 
The larger and more complex the corpo- 
ration, the more important rapid refer- 
ence and immediate reflection in the 
composition of jobs and functions be- 
comes necessary. In short, routing di- 
rect requires the use of a Mail Routing 
Guide. 

A Mail Routing Guide is an inven- 
tory of all subject matter handled by 
each department and position title re- 
duced to writing preferably in card 
form. Cards are preferred in that they 
are more flexible and can easily be re- 
moved, amended and refiled to indicate 
changes. Visible filing equipment and 
rotary type files are recommended for 
rapid reference and ease of administra- 
tion. Subject matter cards are filed 
alphabetically indicating thereon ac- 
tionees and informationees in order of 
priority. The subject matter file is 
cross-indexed by an organization file 
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ACTION 


INFORMATION 





CREDIT CLERK 
STUCK CLERK 


SALES MANAGER 
MARKET ANALYST 


PACKING CLERK 
SALESMAN 
ACCTS RECEIVABLE CLERK 





Rough sketch of a 
mail routing guide 
file card as it might 
be used in a visible 


file. 








ORDERS (stock) 








wherein a card or cards for each seg- 
ment of the firm, filed in accordance 
with the chart, contain all subject mat- 
ter for which the unit is responsible for 
action and requires for information. 
Before the preparation of the guide 
is discussed in detail, it is necessary to 


eategorize the different types of corre- 

spondence in industry. Basically there 

are two types: correspondence of a 

policy nature and of a non-policy na- 

ture. Both types are further divided 

into letters requiring immediate work 
(Continued on page 142) 





TRAINING DIVISION 





Acct vents 
BoTTLENECKS 
CLASssEes 
CLassRoOoms 
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Engineering Principles 
Applied to Office Work 


DON F. COPELL 
Chief Engineer, Wagner Faking Cworp., Newark, N. J. 


for the money they get out of it. 

So—if the dollar does less for its 
owner today, it is just what would 
logically follow the fact that the fel- 
low who is working today as a rule 
does much less for the dollar. 

Higher wage rates + lower produc- 
tivity = higher costs. 

Proper scheduling, careful assignment 
of duties + intelligent supervision = 
more profits on the credit side of the 
ledger. 

If you look at the office through the 
eyes of an engineer, you. will soon 
realize that today, labor represents one 
ot the biggest cost elements in every 
business. It has become one of the 
most rigid and difficult to control. The 


Yin firm and mine are in business 


dangerously high level of the break- 
even point has made every company 
more vulnerable than ever before to in- 
creases in labor, raw material and dis- 


tribution costs. As a result, the effec- 
tive use of the work force and the 
wisest spending of the payroll dollar, 
is today the most challenging field for 
management resourcefulness—and the 
most rewarding. 

The average non-wage costs, com- 
monly known as frills, today, amount 
to over $450 per employee per year, 
or about 15% of the total payroll and 
the trend is ever-increasing. The high 
standard of living we enjoy has arisen 
out of the struggles, disappointments 
and new ideas of the past. Likewise 
the fortunes of the future will come out 
of the waste and inefficiencies of the 
present. 

Nothing can so completely destroy 
a going business or its profits, as bet- 
ter tools, better methods and better 
trained people in the hands of an en- 
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lightened managing 
your job: 

1. Look at all the money you spend 
on your work-force in relation to all 
the output you get from it. 

2. In appraising any specific person- 
nel expense, check on whether it pays 
off by eliminating some other cost or 
by increasing output at least propor- 
tionately. 

3. When you can’t figure out exactly 
what you get in return for your payroll 
expenditures, at least satisfy yourself 
that you are moving in the right direc- 
tion—toward greater efficiency. 

Most industrial engineers and execu- 
tives are convinced that workers don't 
produce as much as they could, except 
where their output is fixed by the 
capacity or speed of machines regard- 
less of their own effort. Many workers 
and union leaders admit this when they 
feel they can speak their minds freely. 

But you can’t get increased efficiency 
by the old-fashioned speed-up. There 
is too much resistance against it. Unioni- 
zation, among other factors, has changed 
workers’ attitude. Only within nar- 
row limits can you force them to pro- 
duce more. If you want real improve- 
ment, you must get their voluntary co- 
operation. When an employee starts 
work in the morning, he will never do 
it with quite the same drive as a man 
who goes to work in his own business; 
but he shouldn’t start with the feeling 
of indifference expressed in the phrase, 
“T just work here.” The purpose of 
good personnel policy is to bring the 
attitude of the company’s employees as 
close as possible to that of responsible 
people in business for themselves. 

Indifference of some workers can best 
be overcome by creating a competitive 


competitor. In 
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The Waste of Time 
CAUSES 




















REMEDIES 


Failure of the supervisory group 
to plan the work. 


Lack of thorough and complete 
tro ning. 





Lac of job experience. 





Carelessness. 





imp oper attitude of employee. 





1. Issue clearcut instructions. 


Failure to follow instructions j instructions current by maintaining 
standardization sheets. 
prope rl y- 3. Proctice Job Instruction Training. 





isi . Analyze ail isory duti 
Laci of proper supervision, or x. Asie‘ dehete sapervooy tate. 
imp: oper division of supervision. - Deve on among supervisors. 





Depertmental “red tape.” 2: Elimisete wnsecessery detell. 





1. » sm flow and process charts of each proce- 


. 2. ye rah} to det ine duplicati 
Du piica tion of work. 3. Draw up proposed plan ciutaating unneces- 
sary Is 












ailure fo concentrate 1. Instill sense of responsibility. 
| on the problem at hand. scien cinetaadienar:: ars 


> -A i 
interruptions. 


1. Develop understanding of other departments’ . 
° requirements. 
Lack of inter-department 2. Establish definite worktow between related 
cooperation. 3. Impress fact that each department is part of 
the whole. 











Courtesy North American Aviation, Inc. 
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atmosphere in which every man’s daily 
pay or progress in the job clearly de- 
pends on his own effort. Incentive pay 
is usually the core, but it may be pos- 
sible to create competitive drive with 
merit increases aud promotions. Such 
a policy can be given greater effect by 
highlighting its competitive elements on 
every occasion when results can be com- 
pared and published or when some 
workers’ achievements are rewarded by 
promotion. 

The competitive drive, however, isn’t 
the right answer in every company. In 
many offices it isn’t possible to keep pay 
and promotions closely enough in line 
with each worker’s effort. Many workers 
don’t respond too well to a competitive 
approach—they’d rather stick together 
with their fellows than try to outdis- 
tance them. Group consciousness is the 
basis for a personnel policy that em- 
phasizes teamwork. 

General Motors Corp. uses the fol- 
lowing six basic principles as a foun- 
dation. of good human relations and as 
an inducement to teamwork : 


1. Put the Right People in the Right 
Places—carefully select and place em- 
ployees to make sure they are physi- 


cally, mentally and temperamentally 
fitted to the jobs they are expected to 
do; to make sure new employees can be 
reasonably expected to develop into de- 
sirable employees, so there will be a 
minimum number of square pegs in 
round holes. ’ 


2. Train Everyone for the Job to be 
Done—educate and train employees in 
the business, so they will individually 
qualify for better jobs, so their accom- 
plishments will be limited only by their 
ambitions and abilities, and so they 
will be able to do more efficiently the 
eurrent work to which they are assigned. 

3. Make the Organization a Coordi- 
nated Team—effectively organize em- 
ployees into operating units—coordi- 
nate and administer these units, divi- 
sions and departments so there will be 
a minimum amount of friction and non- 
productive or unnecessary work; plan 
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and organize balanced facilities for the 
progressive manufacture of interchange- 
able parts; control and direct the whole 
enterprise without destroying the initia- 
tive of the individual employee. 

4. Supply the Right Tools and the 
Right Conditions—quality of tools, fa- 
cilities and working conditions supplied 
for employees are highly important. 
The better the tools, facilities and work- 
ing conditions, the more that can be 
produced with the same human effort 
and the lower the cost of the products. 
When this results, higher wages can be 
paid and more good jobs can be pro- 
vided. General Motors wants the best 
tools and facilities and is prepared to , 
spend millions of dollars currently and | 
in the future to acquire them. 


5. Give Security with Opportunity, 
Ineentive, Reeognition—there must be 
individual application to the job in 
hand. To develop the maximum per- 
sonal application to his job and his 
interest in it, each employee must have 
sound incentives, including fair com- 
pensation, recognition for _ results 
achieved, reasonable security and oppor- 
tunity and hope for advancement in 
the organization. 


6. Look Ahead, Plan Ahead for 
More and Better Things—superior 
products to be produced and distributed. 
This requires research and a policy of 
continuing development and improve- 
ment. 


The purpose of a business enterprise 
is the profitable production of needs and 
services to fill economic needs in such 
a way as to provide satisfactory re- 
turns, both economic and social, to sup- 
pliers, owners and members of the or- 
ganization under conditions which pro- 
vide the maximum conservation of hu- 
man and material resources over a con- 
tinuing period. Management has been 
defined as the art and science of pre- 
paring, organizing and directing hu- 
man effort applied to control the forces 
and to utilize the materials of nature 
for the benefit of man. So, no matter 

(Continued on page 94) 














The ream-packages 
of forms on shelves 
in Kemper's supply 
room would extend 
30 miles if placed 
end to end. 


Shes as Sac ie aN 


Patrick Burke, 
William A. Annas, 
Leroy C. Hazen and 
J. Russell Ott filling 
supply orders in 
Kemper's stockroom. 


It Takes a Lot of Small 


WILLIAM BARABAS 
Supervisor, Supply Division 
Office Management Dept., Kemper Affiliated Companies, Chicago. 


N. L. SICKINGER 
Assistant Purchasing Agent 


FANTASTIC variety of supplies— 
—large, small and in great quanti- 
ties—and an almost complete aban- 
mment of regular routines charac- 
rize the Kemper organization’s supply 
division at 5710 Broadway, Chicago. 
Here, a mile or so north of the home 
offices in the Mutual Insurance Build- 
ing, are housed, not only the paper 
clips and rubber bands, typewriter rib- 
bons and manila folders and all the 
general printed forms, but the press- 
room, addressing, mail order and photo- 
copy divisions. Operated from the 
home office under the supervision of 


J. R. Hufnagle, office manager’s depart- William Barabas at his desk. 
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Bell & Howell Recorder 


odern microfilm equipment built 
ie Bell & Howell, and sold by Bur- 
roughs, és the finest obtainable, It re- 
flects Bell & Howell’s acknowledged 
leadership in the field of precision 
instruments for fine photography. 
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im of 
BURROUGHS MICROFILMING - 


, Every business has its indispensable records— documents that — 
contain the vital information it lives by. And every business 
risks the loss of this information as long as its only records 
are on paper. 


It’s a needless risk, too. Every business record can be made 
permanently secure . . . easily, quickly and inexpensively. 
Every business record can be reduced to a small fraction of its 
original size . . . conveniently stored in small fireproof safes 
or metal containers, or mailed away for safekeeping. Every 
business record can be safeguarded with Burroughs microfilming. 
Burroughs can help give your vital records the protection 
they need .. . can help you apply the i and economy of 
microfilming to both the day-by-day and year-by- 
year record keeping of your Bip os Find qut how 
—call your Burroughs office today or write for your 
copy of the booklet “Safeguarding Vital Records,” 
Burroughs Adding Machine Co., Detroit 32, Mich. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 














More than 500 indi- 
vidual items are 
shipped daily via 
parcel post, express, 
truck and freight to 
Kemper branch of- 
fices and agents. 
Here Robert E. Long 
checks an order be- 
fore shipment. 


ment, these are basically service units, 
essential to every segment of the Kem- 
wer nationwide organization. 
The most familiar word in the Eng- 
Hish language to the people who staff 
710 is rush. The need for fast service, 
ioupled with the diversified nature of 
the work, makes employment in the sup- 
ly division both interesting and chal- 
bnging. 


Kemper Insurance, like any other 


large organization, uses a great variety 
of items, from straight pins to cars 
and trucks, but perhaps the most impres- 
sive from the standpoint of numbers, 
are the millions of printed forms. If 
the packages of forms on our shelves 
were placed end to end they would 
extend 160,000 ft. or 30 miles. Each 
of these packages contains an average 
of 500 sheets of paper. Laid out singly, 
the paper would cover 15,000 miles or 


Handling more than 
a ton of supplies 
shipped daily from 
Kemper's supply 
room are T. Patrick 
Mohan, Richard J. 
Mizerny, Nick Ols- 
zewski, John Rebis 
and Frank Loeffel. 
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“ 

Since you got me an OLD TOWN SPIRIT DUPLI- 
CATOR, | seem to turn out the work of 4 girls in half the 
time, It's such a simple, fast, clean machine to operate: 


1. | type the “master.” 
2. Clip it on the OLD TOWN Spirit Duplicator. 
3. Press the button and PRESTO!—copies.” 


The OLD TOWN Spirit Duplicator is truly magic. Unlike 
obsolete copying methods, it uses no ink, no stencils, no 
gelatine, no type, no mats. You get up to 600 clean, sharp 
copies instantly. It’s so simple, anyone in the office can 
operate it. And it costs little more than a typewriter. 


Old Town SceeeDuplicator 


AS ESSENTIAL TO YOUR BUSINESS 
AS A TYPEWRITER 


Ol0 Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 


OLD TOWN CORPORATION 
Brooklyn 17, New York 
I’m interested in hearing more about your Spantt duplicator. 








NE eng ge 
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FROM COAST TO COAST ADVISE: 


be Specie... Cy Mlanrtic 


You'll save time, money, trouble and confusion by standard- 
izing on the Atlantic line for your office paper needs. 

For accounting, duplicating and typing, there’s an 
Atlantic sheet with the combination of qualities to meet your 
exact requirements: uniformity, printability, durability and 
smoothness. 

So, be specific . . . say “‘ATLANTIC!” — Atlantic Bond, 
Atlantic Ledger, Atlantic Mimeo Bond and Atlantic 
Duplicator. 


You’re sure to like the results — and the price. 


fj 


*T EASTERN ee ai en acai bs ae eee a ase Se om ee FA. 
wZ SN : 

Kastern's Atlantic Bond 
. AND OTHER FINE BUSINESS PAPERS 
MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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stretch three-fifths of the way around 
the earth. 

Endless such numerical comparisons 
could be devised, but none could match 
the dramatic spectacle of the storeroom 
itself, where tier upon tier of shelving 
holds the forms necessary to the busi- 
ness of 16 different companies and 35 
or more departments. At the present 


time we have approximately 6000 active 
forms in quantities ranging from 250 


to over a million. In keeping with the 
growth of the organization, new forms 
are being created constantly, adding to 
the already impressive volume. 

All of these forms have code num- 


Joy W. Schmidt 

(left) sets type while 
Eleanor B. Gentzel 
duplicates 10,000 
form letters for 
Kemper's public re- 
lations department. 
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Florence M. Grina 
typing a duplicating 
stencil for the daily 
office bulletin which 
keeps Kemper's na- 
tionwide staff in- 
formed. 


bers which determine how they are 
placed on the shelves—by company, 
prefix and form number. Use of the 
form designation facilitates the filling 
of supply requisitions and hastens de- 
livery. During 1950 the supply division 
handled 37,000 supply requisitions 
covering 107,000 separate items, result- 
ing in 87,000 packages weighing 360 
tons—for the branches alone. Daily, 
more than 2000 lbs. of supplies are 
shipped via parcel post, railway ex- 
press, truck and freight to branch of- 
fices and to agents. This quantity repre- 
sents more than 500 individual items. 
The daily postage alone represents a 





staggering sum. 

All shipments to the home office are 
verified as to form number, purchase 
order and quantity received. Samples 
are taken and forwarded to the pur- 
chasing division and other interested 
key personnel. The receiving copy of 
the purchase order showing quantity 
received is signed and, with a sample 
attached, is forwarded to the purchas- 
ing division. Here it is matched with 
ithe check request copy, ready for pay- 
ment when the invoice is received. 

The pressroom handles all duplicating 
for the Chicago area’and the branch 
claim offices. Runs of over 10,000 of 
the same letter are quite usual. In 
fact, as many as 65,000 identical letters 
have been run. Form letters for the 
branch claim offices and the Chicago 
Soffices are numerous. Because of the 
frequency of use, the type for the let- 

rs is held for reruns. 

Many interoffice forms and memos are 

eproduced on a stencil duplicator. The 
@pressroom is a great convenierlce to 


he mail order division. Here, also, are 
n on a spirit duplicating machine the 
idwest production offices’ line cards 
Zor auto fleet, compensation and general 


Bability coverages. Over 40,000 cards 
e produced each month. 


Some 48,000 photocopies of forms were made 
last year, as Pat Wolfe demonstrates. 


Mailings to agents, brokers, employees 
and policyholders are handled by the 
mail order division. Almost any job 
from gathering meeting minutes to as- 
sembling advertising brochures contain- 
ing over 100 pieces is handled here. 
The quantity of individual items in one 


Kemper's addressing 
machine section 
showing Merle 8B. 
Grout, Frances V. 
Lithgow and Molly 
Ruppel. Last year 
they cut 30,000 new 
plates, corrected 
15,200 plates and 
addressed 1,750,000 


envelopes. 
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@ switch from this 











to this % 


modern OF wn werner 
way 
right in your 


weight, quickly, accurately 


own office! 


-+-and save money,too Hmm = 


Bind up to 250 books an hour with colorful 
GBC plastic bindings 


ae, “ ne ees enn a se einabiliatinl ra ties «epeccitns A ne eee aoe 





You can definitely im- 
prove the effectiveness 
of your catalogs, presen- 
tations and reports with 
colorful, handsome GBC 
plastic binding. 


ght By 


* 

) 

6 = 
end R ~ 


General Binding 
Corporation 


Add prestige . . . utility . . . attention-compelling 
appearance to reports, catalogs, presentations, and all 
printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly . . . economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
typewriter . ... saves more than 50% over old fashioned 
fastener-type covers. Anyone can operate. 


Please send me, without obligation, 2 free memo books...and your new illus- 
trated portfolio packed with timely information and prices on this modern 
binding system. 














City. z 
General Binding Coporation 
812 W. Belmont Ave., Dept. 9.11, Chicago 


= 
S 
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job can easily total 200,000, with each 
item being handled individually. For 
example a recent agents’ news letter 
had 18 different inserts. 

The best way to get a bird’s-eye view 
of the magnitude of the Kemper or- 
ganization is to work on these mailings. 
Sometimes we feel that we reach every 
hamlet and village and everybody in 
them. There is very little routine work 
here. Almost without exception, each 
job is different in some way from the 
previous task. The variety and type 
of the various mailings make the work 
interesting. Last year 2114 jobs were 
processed. This meant the handling of 
over 5 million individual pieces weigh- 
ing 116,000 lbs. 

A file of Addressograph plates is kept 
on all of the company employees, agents 
and brokers, some policyholders and 
several miscellaneous groups. These lists 
total over 100,000 plates. The Lumber- 
mens Mutual Casualty Co. proxy card 
mailing rates the largest set of enve- 
lopes run each year. Envelopes for 
such monthly mailings as the Safety 
Supervisor, the Fleet Supervisor and 


the agent’s bulletins are run off in this 
division. The address plates also are 
used to direct time cards, interoffice 
memos and minutes of the various meet 
ings to employees in the home and 
branch offices. 

During 1950 there were 30,000 new 
plates cut on the Graphotype, 15,200 old 
ones corrected (address or name 
changes) and 1,750,000 envelope im- 
pressions were made. 

If it can be legally photographed, the 
photocopy division is prepared to re- 
produce it—daily report, legal docu- 
ment, a file or a form. One of their 
biggest customers is the statistical de- 
partment with its numerous charts and 
graphs. Home and branch office budget 
forms also constitute a large monthly or- 
der. This division in 1950 produced 
48,000 copies of 844” x 11” forms. 
Government documents and _ certain 
identification papers cannot be photo- 
graphed. 

No doubt about it—it takes a lot of 
little things to run a big organization. 
Keeping track of them is our business, 
and we think it’s a good business. 


a 


Edith Bahmer, Mabel M. Law, Pearl E, Pike and Roy J. Hammond in Kemper's mailing division. 
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MICROMETRIC CARBON PAPER 
saves TIME, saves STATIONERY 








"Faster, Neater Work...and 
Never a Smudge with 
that Numbered Scale" 
says LORENE BOLT 
of Austin, Texas, 
"NATIONAL SECRETARY 
OF THE YEAR--1951" 
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America's most successful secretaries pre- 
fer Webster's MultiKopy Micrometric Carbon 
Paper because its numbered scale edge shows 
just how many lines of typing space remain 
on a page That means better looking let-— 
ters in less time. The scale edge means 
smudge-—free removal of carbons, too. 


Office managers prefer Micrometric because 
it's a time saver and means less spoilage 
of stationery. 

Webster's MultiKopy Micrometric with its 
exclusive advantages, costs no more than 
any other quality carbon papers. It's 
available in a wide range of weights and 
finishes. 

Next time you need long lasting carbon pa- 
pers, typewriter ribbons or duplicating 
supplies, order Webster's ——- and watch your 
typing production improve. Consult your 
nearest dealer or write to: 


F. S$. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 


. ie ll 
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Faster Than Before 
Quieter Than Before 
‘More Efficient Than Before 


STANDARD DUPLICATING MACHINES 








Quickly copies anything that 
may be typed, written or 
drawn on a master. 
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Duplicator 





MASSACHUSERTS 
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HE Systems & Procedures Assn. of 

America set a new high standard for 

a conference of office executives with 
its fourth international meeting Oct. 
10-12 at the Sheraton Hotel, Chicago. 
The registration was approximately 400 
and all enjoyed heavy at- 
tendance and close attention. The 
program (THE Orrice, Oct. pp. 67- 
| 68), themed to “Systems—the Adminis- 
trative Engineering of Business,” con- 
sisted of an excellent cross-section of 
office management subjects delivered by 
competent authorities. The methods em- 
ployed to cover the subjects included 
lectures, movies and panel discussions, 
followed generally by a question period. 
Particular stress was placed on record 
keeping, accounting techniques and elec- 
tronies. Conservative and detailéd dis- 
cussion of the latter indicated that con- 
siderable time must pass before elec- 
tronie machines will be available for 
general office use. While cautioning 


sessions 
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A session of the 4th Annual Systems Conference in Chicago last month. 


400 at 4th Annual 


severely against the “hot-rod” school of 
electronics with its inflated claims of 
robot offices, several leaders from the 
office equipment industry explained that 
progress was being made toward an 
eventual goal of large scale electronic 
application to office work. It should be 
remembered that the original develop- 
ment of electronics held no concern 
or relationship with business or office 
use. Judging from the questions and 
attention given this subject, however, 
it was evident that the progressive of- 
fice manager wishes to prepare himself 
for whatever electronic equipment be- 
comes available, although he admittedly 
does not know when to expect it. 

The provisions for comfort and con- 
venience at the meeting were superb. 
In the large main conference room 
comfortable chairs were widely spaced 
before tables set with linen, glasses and 
pitchers of ice-water to facilitate note- 
taking and encourage the attentiveness 
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Comfortable seating made concentration easier at the SPAA conference. 


Systems Conference 


of the audience. Deserving special 
praise was the program book, prepared 
by the conference chairman, Harold R. 
Price with the assistance of Bruce L. 
Smyth, both of the Chicago chapter. 
This program book was. spiral bound 
to lie flat on the tables during the lec- 
tures. It listed time, place, subject and 
speaker for each meeting of the confer- 
ence. Individual pages outlined the 
material to be covered by each speaker 
with a blank page opposite for notes. 
Where the speaker’s subject involved 
charts or diagrams, these were found 
following the outline of his talk and 
the audience could use them to supple- 
ment any additional illustrations used 
on the platform during the address. In 
the back of the book were several blank 
pages perforated into thirds, detach- 
able for questions, communications or 
bulletins. Finally it listed the associa- 
tion and conference officers, chapters 
and a complete advance registration list. 
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All this information effectively com- 7 
bined in one program book proved in- 7 
valuable and helped each person obtain 7 
the maximum benefit from the meeting. 

The annual meeting in 1952 will re- F 
turn to New York. The policy to win 
new members and open chapters in 
cities not now represented will be con- © 
tinued. The present membership has al- ~ 
most, doubled since the 1950 conference. * 
This young association is composed of 7 
a group of local chapters in various 
cities meeting monthly, coordinated 
through a national organization with 
elected officers and directors. It seeks 
to promote and foster management im- 
provement in offices and to broaden the 
understanding of the value of systems 
and procedures as an aid to the realiza- 
tion of this objective. Requests for in- 
formation are weleome. Inquiries should 
be sent to the national secretary; John 
H. Penny; Baltimore & Ohio RR., Bal- 
timore & Charles Sts., Baltimore 1, Md. 


17 





Paul E. Burbank (left), NSOEA general manager. addressing a session of the 45th annual 
convention in Chicago. 


2631 at NSOEA Convention 
7045 Visit Exhibits 


GRANT HOWARD 
NSOEA PRESIDENT 


der its new and more embracing 
name, the National Stationery & Of- 
ce Equipment Association held its 
45th annual convention in Chicago Sep- 
ember 22 to 26. The same high 
easure of organized effort and co- 
Pordination that has become routine with 
the convention activities of NSOEA in 
recent years again was responsible for 
a successful meeting. Once again a 
new record of attendance was estab- 
lished as was a new high for number of 
exhibitors as 2631 registered for com- 
plete convention; 7045 saw exhibits. 
The program of business sessions 
shifted from the serious to the lighter 
vein with speakers of national renown 
covering a variety of general topics. 
The allotment of special panels to dis- 


(Jie: its ne for the first time un- 


78 


tributors, manufacturers and field men, 
as in previous years, was enlivened by 
spirited discussion on subjects of trade 
character. These panel discussions are 
always well received. Of particular sig- 
nificance and worth was the outstanding 
presentation, “Main Street, U.S.A.” by 
Paul B. Buckwalter, vice president of 
National Blank Book Co. Requiring 
substantial advance preparation, the 
paper and its accompanying charts 
were based on the findings of Dr. Ralph 
De Armond Cies of Boston, whose re- 
search work in studying stationery and 
office equipment market potentials is 
proving very popular. THE OFFICE, 
through its own research effort three 
years ‘ago, was pleased to be able at 
that time to inaugurate this type of 
market study. Mr. Buckwalter did an 
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Standard 


Invoices Bills of Lading 
W-2 Withholding Tax Forms 
Save money and shop-around time 
by making us your headquarter 
for stock forms, ready for prompf- 
delivery. 


| Redifint | Tailor Made 


1-time Carbon Interleaved 
forms for any and all purposes © 


Tailor-made to your individual 
quirements. 


Continuous Tabulating Forms 


In stock; also tailored to your own 
needs. We keep our promise on 
deliveries. 








PURCHASERS, OFFICE MANAGERS: — 


In dealing with us you may be sure, at all times, 


of considerate ng seer and adh aero ‘O J 

We are intimately familiar with modern office sf ge : 
systems and conditions, and have served Amer- ( OXSC td GLE a 
ican industry for many years. EP ea 4 y 

a) MILNES « 4 SECUHS, Oi 


Many Lucrative Territories Still Open 


, 


30 Vesey Street, Dept. 68 
New York 7, WW. Y. 


Es RAS PAP LSA. i IN An 





esd ae ae cS ..Four Drawer 

Crile Set Four Drawer 
Tees gremmeess, OST «Sage Two Drawer 
Bahra Legal Size..........Two Drawer 


PRICES SLIGHTLY HIGHER IN ZONES 








Your 
important 
Records 


DOUBLY 
SAFE! 


COLE'S heavy combination 
dial lock automatically locks all 
four drawers simultaneously. No 
keys necessary, only YOU know 
the dial combination. A heavy 
duty Grade "A" Cabinet 
with a progressive ball-bearing 
suspension cradle within a 
cradle. Equipped with safety 
latches and positive side lock 
compressors. 


MAHOGANY, 
GREEN | WALNUT OR 
OR GRAY | KNOTTY PINE 


ask $e BORE $106.90 $12 











Il AND lil 


e, New York 17, N.Y 


COLE STEEL EQUIPMENT COMPANY 
| 285 Madison Avenu 
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NSOEA Officers 


President 
GRANT HOWARD 


Howard & Stofft, Tucson, Ariz. 
Vice President, Distributors Div. 


ADRIAN PEMBROKE 
Pembroke Co., Salt Lake City. 
Vice President, Manufacturers Div. 
HOWARD W. GUNLOCKE 


W. H. Gunlocke Chair Co., 
Wayland, N. Y. 
Vice President, Field Div. 


F. C. WILLIAMS 


Yawman & Erbe Mfg. Co., Seattle 
Treasurer 


CHARLES V. SINISGALLI 


R. P. Andrews Paper Co., 
Washington, D. C 
District Governors 


I—CHARLES P. ANDERSON 
Thomas Groom & Co., Boston. 
2—VERNON R. EVANS 
Vernon R. Evans Co., Utica, N. Y. 
3—SAMUEL S. ROSENDORF JR. 


Southern Stamp & Stat'y Co., Richmond. 


4—ALLEN B. CAMMACK 


Cammack Office Supply, Burlington, N.C. 


5—L. SG. O'CONNOR 
O'Connor & Raque Co., Louisville, Ky. 
6—E. A. NAPP 


Napp Office-School S'ply, Manitowoc, Wis. 


7—JAMES M. PARROTT 
Waterloo Office Supply Co., lowa. 
8—FRED E. PFAFF 
Omaha Printing Co., Neb. 
9—GUS TRAHAN 
General Office Supply, Lafayette, La. 
10—FRANK B. CREER 
Utah Idaho School Supply, Salt Lake City 
1i—J. HERBERT PETERSON 
Rosser & Sutton, Yakima, Wash. 
12—THOMAS J. McWHORTER 


McWhorter-Young, Inc., San Jose, Calif. 


13—RICHARD E. WAHRMAN 
R. E. Wahrman, Inc., New York 
14—RUSSELL W. DAVIS 
Alhambra Office Supply, Inc., Calif. 
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excellent job. 


Noteworthy for the forthrightness of 
his comment, the feature speaker of the 
convention, Manly Fleischmann, ad- 
ministrator of the Defense Production 
Authority, pulled no punches in his 
candid outline of some of the rough 
times ahead, especially in the supply of 
metals. Some branches of the office 
equipment industry are already begin- 
ning to feel the pinch. 

The exhibits again were the center 
of attraction, clearly evidencing them- 
selves as the basic reason for the eon- 
stantly increasing attendance each year. 
More than 300 exhibits occupying three 
full floors in the huge Stevens Hotel 
were almost too much for the average 
delegate to cover in entirety. Plenty 
of new items were shown, and a high 
degree of dealer interest manifested. 


That NSOEA in recent years, under 
the executive direction of Paul Bur- 
hank, has become one of the country’s 
largest and most dominant business 
groups, is reflected by its unusual 
growth. An annual budget of over a 
quarter-million dollars is now required 
to conduct its operations. This year’s 
convention attracted a registered at- 
tendance of some 2,700, with over 7000 
registrations to the exhibits including 
members, non-members and exhibitors. 


The new slate of officers comprises 
men noted for their devotion to NSOEA 
operations, all with records of success 
in their respective businesses. Grant 
Howard of Tucson, Ariz., the new presi- 
dent, is a very popular choice and is 
sure to serve ably and _ successfully. 
Adrian Pembroke of Salt Lake City, 
the new vice president of the distribu- 
tors division, will contribute actively 
to association operations and more will 
be heard of him next year and in the 
years to come. Howard W. Gunlocke, 
W. H. Gunlocke Chair Co., Wayland, 
N. Y., vice president of the manufac- 
turers division, will bring new and re- 
freshing thinking to NSOEA in repre- 
sentation of the interests of manufac- 
turers. 














the use of colors to increase office 

efficiency. Naturally, we are all 
interested in anything that will increase 
efficiency. Unfortunately, the subject 
has often been made to appear complex 
and difficult of understanding. I will 
avoid technical terms and will limit my- 
self to practical, specific suggestions. 

By learning a few simple facts and 
observing some simple rules, an office 
manager can strip the veil of mystery 
surrounding this matter and establish 
an effective, yet economical, color sys- 
tem for his offices (this discussion is 
not intended to apply to executive 
offices). The facts are: 

1. Colors have psychological values. 
Blues and greens give an impression of 

oolness; reds and yellows, warmth. 

olors have strength; strong colors are 
istracting. 

2. Natural light from the north con- 
ains little sunlight and produces a 

snsation of coolness; natural light from 
e east, south or west contains sun- 
Might and produces a feeling of warmth. 

3. Colors have different light reflect- 
ance values. 

4. The use of a single color for all 
walls is to be avoided, as the monotony 
of color can be as.disturbing as the 
monotony of sound (cf. the variety of 
colors proyjded by nature). 


We have heard and read much about 


5. Any given color will harmonize 
with certain other colors, but will clash 
with still others. 

6. Gray is a mixture of black and. 
white and is a neutral color. It does 
not clash with ‘any other color. 

The rules are: 

1. Avoid strong (saturated) colors; 
they are so stimulating as to produce 
a feeling of discomfort if applied on 
large surfaces such as walls. Examples 
of such colors are: Chinese red or yel- 
low, and orange. They are popularly 
referred to as violent or intense, where- 
as their opposites are known as soft. 
If you don’t trust your eye to distin- 
guish between strong and soft colors, 
I suggest you consult your paint sup- 
plier; if he doesn’t know, ask him to 
consult the manufacturer, or consult 
the manufacturer directly. Or look up 
an illustrative text on colors (e.g., 
Munsell)—try your public library. 

2. The predominant wall color of of- 
fices having abundant natural light 
should be blue or green (cool colors to 
complement the warm sunlight). Exeep- 
tion: if the sole souree of the natural 
light is the north, then a warm color 
(see rule 3) should be predominant. 


3. The predominant wall color of of- 
fices having little or no natural light 
should be a warm color. This is to pro- 
vide a feeling of warmth normally sup- 
plied by sunlight. For your warm color 
I suggest a soft tan with light reflect- 
ance of 50-60% (see rule 4). 

4. Colors for walls should reflect 50- 
60% of the light that falls on them. 
If the reflectance value is too high, glare 


Tue Orrice—November, 1951 








i. looks smart and it is smart, the rugged 
portable Gray AupocraPu. It outdistances 
all others in performance. 

Executives find AuDOGRAPH invaluable on 
trips. Field representatives and salesmen 
dictate reports while ideas are fresh in their 
minds and mail the discs to the home office. 
Result: better and faster reports. 

Operation is simple. No arms to lift or 


adjust. One disc holds over an hour’s dicta- 
tion...can be resurfaced for reuse up to 
50 times. 

Secretaries appreciate AUDOGRAPH, too. 
Exclusive illuminated index flashes a red 
light to warn of approaching corrections; a 
green light for ends of messages. Send the 
coupon for full particulars. 


The Gray Manufacturing Compan 
Hartford 1, Conn. 7 


AUCOGRAPH ,, Se 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under “Dictating Machines.’’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK “AUDOGRAPH™ REG. U.S. PAT, OFF. 
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PUSH-BUTTON MULTIPLICATION 


makes the figures fly 


FASTER—because Marchant’s mechanism 
operates at speeds ranging up to twice those 
of any other calculator. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
EASIER —because Marchant saves 
the operator at least one step 
in every multiplication problem. 
Since more than half of all calculator * 
work is multiplication, experienced office . PUSH-BUTTON MULTIPLICATION 
workers everywhere choose the calculator ail d Enter multiplicand in keyboard. 
that multiplies faster, surer, easier. bs iuiniier ‘embers ‘elniiiek 
The Marchant Man in your phone book > as matinee is enone _— 
will prove this by a demonstration Automatic Multiplier row. 
in your office—cail him today. 











Mail this Coupon with your business letterhead to get our free 
+ GUIDE TO MODERN FIGURING METHODS 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] ; AMERICA'S FIRST 
| MARCHANT CALCULATING MACHINE COMPANY : 


GAKLAND &, CALIFORNIA 07 ' 





One SoundScriber Dictating Machine serves three private offices at Emerson Radio & Phono- 

graph Corp., New York. The machine is fitted into a desk file which rides on tracks laid along 

the window sill. Each executive can see the machine through the glass partitions and draw it 

into his office when it is not in use, Emerson buyers Ira Stoloff (standing) and E. W. Miller, 
shown here, are two of the three who use the one machine. 





results; if too low, costly light is 
wasted. The reflectance value is deter- 
mined by the amount of white (or 
black) in the color. Any good paint 
manufacturer will gladly give you data 
on the reflectance values of the colors 
he makes. 

5. Never paint all walls the same 
color. Your predominant wall color 
should be selected according to 2 & 3 
above; at least one wall should be of 
another color. To keep your total num- 
ber of colors to a minimum (and thus 
reduce paint costs), I suggest that your 
alternate wall color be a light gray (see 
fact No. 6). The gray, as other wall 
colors, should have a light reflectance 
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value of 50-60%. Since it is intended 
to provide relief from the monotony 
of one color, the gray should be easily 
seen by the occupants of the office (i.e., 
don’t put it on the back wall). If you 
prefer, there’s no serious objection to 
putting gray on two walls; remember, 
however, that the predominant wall color 
is selected for a purpose and its effect 
will be diluted by too much gray. 

6. Ceilings should be white to provide 
maximum reflection of light. 

7. Trim colors should be darker (to 
reduce maintenance costs) than wall 
colors and should harmonize with them: 
a medium tan for green wails, a medium 
gray for blue or tan walls. 
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This is o sample of the work turned 


PEERLESS IMPERIAL 
Carbou Paper. Ribbons 
are stronger- 
turn out cleaner work 


If your company uses carbon paper ribbons for 
tabulating reproduction—for offsetting forms, 
bulletins, catalogues, etc.—then you'd better 
speak to the PEERLESS IMPERIAL Man. 


Get him to demonstrate the quality PEERLESS 
IMPERIAL Carbon Paper Ribbon—made of 
fine rag tissue, 
}strong enough to 
revent cutting 
ugh. A ribbon 
lasts longer, 
ives cleaner, 
arper impres- 
ions with uni- 
form color. 


Telling you about it won’t convince you. Try 
it for your own requirements. See the differ- 
ence. If your Dealer can’t supply you, write 
direct to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peeriess Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 Bway © Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





8. Doors should be of same color as 
wall. 

9. Columns should be of same color 
as background against which they are 
most often seen. 

10. Color of floor should harmonize 
with predominant wall color. 

11. Furniture and machines should be 
of colors having good light reflectance 
values; rather than traditional black 
or dark green. 

This is all you need to know to estab- 
lish for your offices color schemes that 
embody the most recent knowledge of 
color phenomena. These schemes will 
cost you little, if any, more than your 
present schemes, and you may gain 
much in employee good will and 
efficiency. 


Air Raid Defense 


(Continued from page 57) 


ploded only 160 yards away. Although 
others were killed in this 3-story con- 
crete building, these two girls survived. 
In the concrete Postal Savings Office, 
three-quarters of a mile away from 
Ground Zero, 96% of the 750 people 
present survived. 

Now we can be more personal: This 
article concerns your safety and life. 

Shattered, splintered, flying glass 
particles are deadly offshoots of an 
atomic explosion of which you im- 
mediately should be wary. When an 
air raid warning sounds one of your 
first protective moves should be to lower 
venetian or other window blinds or 
shades to help cut down the speed and 
spread of flying glass and later atomic 
radiation. You should do well to avoid 


A MANUAL OF 
OFFICE REPRODUCTION 
& IMPRINTING METHODS 


25¢ A COPY 
This 64-page booklet is reprinted from the April 
1951 issue of THE OFFICE and includes the Repro- 
duction and Imprinting Guide. OFFICE PUBLICATIONS 
CO., 270 Madison Ave., New York 16. 
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“What if your business 
lost its ‘memory’? 


1 “SEE THESE ASHES? They're 
my accounts receivable, my tax 
records, my inventory and pay- 
roll records—the ‘memory’ of 
my firm. I can’t operate a busi- 
ness that has lost its ‘memory.’ 


SERS RE I ee el lbs ken 


2 “| THOUGHT this fireproof “AND THIS heavy-walled, old 4 “SURE | HAD fire insurance! 


building was a guarantee of pro- 
tection, I didn’t know buildings 
like this only wall-in and inten- 
sify a blaze that starts on the 
inside of an office. 


Mosler “A” Label Record Safe with 


built-in money chest for combined 
protection against fire and burglary 


* Mosler Safe “”” 


HAMILTON, OHIO 


World's largest builders of safes and vaults .. . 


unlabeled safe fooled me, too. 
Such safes act as incinerators once 


But in order to collect fully I’ve 
got to prepare a proof-of-loss 


statement. Could you do it if 


the temperature gets above t 
your records were destroyed? 


350°F ... only % as hot as a 
match. They cremate records. 


You're risking the entire future of your business if you keep 
irreplaceable records in an old, unlabeled safe or. metal 
cabinet. Imagine yourself suddenly deprived of your accounts 
receivable ledgers, your tax and inventory records and other 


vital papers. You’d be up against it and no mistake! 
Remember this fact: 43 out of 100 businesses 
that lose their records by fire never reopen. 


Stop gambling right now! Get positive protection for your 
records and the future of your business with a modern 
MOSLER “‘A’’ LABEL RECORD SAFE. The “A” Label tells you 
that this safe has passed the independent Underwriters’ 
Laboratories, Inc. severest test for fire, impact and explosion. 
It’s the world’s best record protection! Look for this label on 
your safe. 


The Mosler Safe Company 

Department 0-11, Hamilton, Ohio 

Please send me free booklet giving the latest authentic 
information on how to protect the vital records on which my 
business depends. 


Since 1848 | 


Mosler built the U.S. Gold Storage Vaults at Ft. 


Atomic Bomb at Hiroshima 


i 
| 
Knox and the famous bank vaults that withstood the | 
| 
| 
| 


Mail coupon NOW for informative, free booklet 
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... light, 
practical, compact 


*Guaranteed accurate 


BEG B | RG 
within 44 of 1% at 


ee This Better Parcel Post Scale 
Saves Time and Postage 


Borg has streamlined the parcel post scale to minimum size 

and maximum efficiency. Only 8’x10", and 2” high (fits in a 

\ drawer). Weighs only 5 lbs. (pick it up with two fingers). 

L You can take the scale to the work, thus avoid moving 

4 heavy packages. Gives exact* weight every time (to 50 lbs.) 
e00 —no overstamping to be “sure.” Fast dial speeds weighing. | 


3 7 Shows both weight and postage in one “window”—no 
4 confusion. If bulky parcel covers dial, handy lock retains 
weight for later reading. Guaranteed for life under a Service 
Warranty. Handsomely finished in Office Gray. Ideal for 
Diet shows ‘beth weight both small offices and large shippers. 


and postage at a glance. Retails at $12.50 (Denver west, 50¢ higher). At your stationer—or 
(Above, ¥2 actual size) write for name of nearest dealer. Borg-Erickson Corp., Chicago 11. 





NO OTHER SCALE IS MADE LIKE A 
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being within range of any windows. 

If you are in a large office building 
made of steel frame or reinforced con- 
crete, you are relatively safe because 
the floors may not buckle. Proceed 


quickly and calmly to your designated |; 
Such areas, in corridors | 


safety area. 
and other windowless places, most likely 
already are marked with “shelter” signs 
which you should have followed many 
times during drill rehearsals. Once you 
are in a safe spot, lie down full length 
on your stomach with your face kept 
down in your tightly folded arms. 

If you are trapped in a sneak attack, 
without warning, then quickly get un- 
der a desk, table or bench. Lie close:to 
a wall away from windows or glass 
doors. Keep your face buried in your 
folded arms. Cover all exposed parts 
of your body. Pray if you will, and 
follow instructions when your office air 
raid wardens come around. 


Remember: before an atom bomb 
burst your greatest enemy is apathy or 
ignorance. After a burst, your greatest 
enemies are panic and rumor, in addi- 
tion to the bomb itself. 


While you and your co-workers are 
moving away from your desks, filing 
cabinets or other office equipment, spe- 
cial corps of wardens will be busily en- 
gaged in caring for plant and property. 
If it is dark outside, they will impose 
blackout conditions; they will turn off 
gas, steam, electric, water and other 
utilities; they will man communications 
and they will assume fire-fighting posi- 
tions. Engineers and maintenance men 
will serve in rescue squads and demoli- 
tion or repair units. First aid workers 
will take their stations. 


All elevators will discharge passengers 
at the nearest shelter areas. Most ele- 
vator operators then would report to 
their assigned duties. Certain opera- 
tors will stand by on the main floor for 
emergency operations, such as taking up 
bomb and roof squad members. Eleva- 
tors are not designed for quick evacua- 
tion. Where escalators are used, both 
the “up” and “down” stairs will be ad- 
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BINDER 
EQUIPMENT 


rey g Marginal 


Punched Forms | 


THIN-PRONG 


Aclosed back Prong Binder 


for easy reference, 


THIN-POST 


A practical, inexpensive 
Post Binder for permanent 
housing of forms. 


VISIBLE TYPE 


Adds more efficiency to 


your every-day fa 
recording. . 63 


FLEXIBLE COVERS 


For executive reports . . . 
inexpensive, yet present- 
able and durable. 

















A complete range of Binders 


& Forms for most every 


business need. 


Write For Details Today 


=< Sheppard 


44-03 21st Street Long !sland City, N. Y. 
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Watch job satisfaction 
hit a new high with 
Royal Electric Typewriters! 


— 
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“I feel fresh as a daisy...” 
“Look at these beautiful letters . . .” 


“Greased lightning is slow compared 
to the work I turn out...” 


Such typical comments from typing 
personnel mean job satisfaction hits 
a new high with a “Bong!” And wh 
not? 


On the Royal Electric Typewriter 
electricity does the work. At the end 
of the day the operator has expended 
only a trivial amount of energy. Fatigue 
is virtually banished. 


No psychiatrist is needed to point 
out how the Royal Electric Typewriter 
can heighten morale and keep hard- 
to-get typing personnel from changing 


= 


Royal Typewriter Co., Inc., Dept. 413 
2 Park Ave., New York 16, N.Y. 


I would like a free copy of the brochure, “Picture 


around from job to job. 


Nor is a cost accountant necessary 
to explain how increased production 
. « . more work, better work, in less 
time . . . lowers office costs. 


However—it does need ourselves 
to say this: ‘““The Royal Electric Type- 
writer is the Royal Standard Type- 
writer with power added. Like Roval 
Standard, it is made by the world’s 
largest manufacturer of typewriters. 
Royal makes the most rugged, most 
dependable writing machines ever 
built. They stay on the job longer... 
with less time out for repairs.” 


This precision-built piece of equip- 
ment can help you—lots. It belongs 
in your office. 


MAIL TODAY! 


eh apa 
Ee 
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th : of Progress,” describing the Royal Electric. 
STANDARD e PORTABLE e ELECTRIC 


Made By The World’s Largest § 
Manufacturer Of Typewriters [ie on om mu om oe om On Oe Oe es 


NAME 
COMPANY. 
ADDRESS 
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Simple 
“Velvet Touch” 
MONROES 


Monroe 
Fully 
Automatic 
ing- 
Calculator 





The day’s work speeds along A Series 400 


Monroe 
with a Monroe—whichever model a Adding 


business uses. For Monroe has ee 
machines for every type of figuring 
and accounting; all of them built 
with the latest time and labor 
saving features. Whether a business 
is big or small, simple, trouble- 
free Monroe machines turn out 
more work with less strain 


Series -191 
A Monroe 
on operators. eo \'9 : 


MONROE 


Machine 
MACHINES FOR BUSINESS 





MONROE CALCULATING MACHINE COMPANY, ORANGE, NEW JERSEY, U.S.A. 
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justed for “down” use only. 

If time permits, clear your desk. 
Turn off any machines you may be 
using and leave your work place in an 
orderly condition. Certain wardens will 
be assigned to place in vaults and other 
safe places those valuable records be- 
ing processed at the time of an alert. 

Many business firms, killing two 
birds with one stone, are easing their 
cramped storage facilities while protect- 
ing valuable objects, business records 
and documents by storing them in atom- 
bomb proof storage vaults. These mam- 
moth underground safes are located in 
country areas near large cities. The 
Tron Mountain Atomic Storage Corp. 
has a bonded warehouse 125 miles from 
metropolitan New York. Storage fa- 
cilities also are being planned in an 
abandoned railroad tunnel running 265 
miles through granite in the Cascade 
Mountains at Seattle. In a hilly area 
of Western New Jersey a modern fire- 
proof one-story brick and steel building 
provides storage for original and dupli- 
cate business records and microfilm 
copies of businesses and defense plant 
offices located in New York, Newark, 
Trenton and Philadelphia. 

In view of the atom bomb threat, 
new types of public and private busi- 
ness buildings are being erected. Fewer 
elevators will be installed; they will be 
made larger and shallower to quicken 
entrance and exit. Since atomic bursts 
shatter glass, little glass is being used. 
There will be a minimum of brick and 
small stone facing, because these shatter 
under atomic attack. Hospitals to with- 
stand atomic attack, being built by the 
Veterans Administration, will have re- 
inforced windowless sections. 

Although atom-bombproof buildings 
and shelters are expensive, these are 
not the only means of protection. Time 
and again, civil defense officials state 
that you can live through an atom bomb 
raid by knowing the bomb’s true 
dangers and knowing the steps you can 
take to escape them. Organized civil 
defense in business firms can reduce 
casualties by at least half, prevent mass 
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THE TEAM THAT 
LIGHTENS Tou 





Columbus 
1492 


gem of 5¢ 
pencils 


GRASERSTIK 


wood encased 
eraser for ink, 
pencil or 
typewriting 
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Business Office 
EXECUTIVE 


THE READER’S DIGEST is 
seeking an executive, between 
the ages of 30 and 33 to fill the 
position of Assistant Subscrip- 
tion Fulfillment Manager. In- 
volves the very large clerical 
operation necessary for prop- 
erly handling a subscription 
list of over six million. This 
unusual opportunity calls for 
a personable young executive 
who is a natural leader, intelli- 
gent, energetic, and tactful 
with extensive large-scale cleri- 
cal operating experience. 


THE READER’S DIGEST is located 
on the Saw Mill River Park- 
way in suburban Westchester 
County about 35 miles north 
of New York City. 


Salary open, but in neigh- 
borhood of $8,000. One month 
vacation, profit-sharing, pen- 
sion plan. 


Submit complete resume, ex- 
perience, education, etc. Re- 
plies confidential. No tele- 
phone or personal calls, please. 
Write N. R. Norton, ]r., Per- 
sonnel Director, 


READER'S DIGEST ASSOCIATION 
PLEASANTVILLE, N.Y. 














hysteria and limit destruction. Such 
civil defense has been described as 
group insurance against death and 
devastation by an atom bomb. 


Engineering 
Principles 


(Continued from page 63) 
which way we look at it, it is manage- 
ment’s job and duty to operate a busi- 
ness at a profit and to eliminate waste 
of all kinds. 

Contrary to popular belief, the pro- 
ductivity of workers is affected not 
only by their own qualifications for the 
task they perform and by their atti- 
tudes toward their work, but by other 
factors, which are the responsibility of 
management, such as the following: 

1. Office layout and working condi- 
tions. 
. Tools and equipment supplied. 
Materials used. 
. Methods in production. 
. Selection and training of em- 
ployees. 
Quality of supervision. 
. Personnel policies. 
. Standards of performance set. 
. Incentives offered for superior ef- 
fort and accomplishments. 
10. Yardstick used for measurement. 
How is productivity figured? 


Units of Output 
Number of Employees X Hours Worked 
What we are principally concerned 
with at present is the reduction of 
wasted manpower and the increase of 


general efficiency in the entire organiza- 
tion. 


COND MNPwrm 


— Output per 
Manhour 





WAYS TO KILL TIME 


. Starting late. 

. Quitting early. 

. Washing up early. 

. Loitering. 

. Time out for smoking. 

. Visiting. 

Day dreaming. 

. Second breakfast. 

. Stretching-lunch or rest period. 


WDONOMAWH— 
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TEST FEDERAL’S FASTER, EXPERT 
= SERVICE ON YOUR BUSINESS FORMS! 


Attractive prices ... expert printing . . . special- 


ized forms service . . . plus faster delivery. 





If you need carbon-interleaved forms of any 
size or description call on Federal. Federal de- 
signs and prints business forms on the fastest, 
most modern machines available. You get a 
superior printing job, delivered right on sched- 
ule! Ask us to quote on your next job. You'll find 


you CAN afford to use Federal! Some Federal Specialties: 
Multiple carbon forms... 
-. earbon - interleaved state. & 








FEDERAL 


PRINTERS OF BUSINESS FORMS SINCE 192 


pone eaeceiniity 





‘*3M’’ Brand PHOTO-OFFSET 
PLATES deliver beautiful reproductions, 
produce perfect halftone dots without 
fail. These smooth-surfaced aluminum 
plates leave open “‘e’s” in letters %4 the 
size of 6 point type. They take screens up 
to 300 lines. And they resist emulsifica- 
‘tion. Print sharper halftones—better 
solids—richer colors—deeper blacks! Use 
these superior plates on your presses. 


WANT PROOF? Fill out and return the coupon 
today for FREE samples of work done by “3M” 
rand PHOTO-OFFSET PLATES and complete in- 
rmation. You'll be both pleased and surprised. 
MINNESOTA MINING & MFG. CO. 1 


Printing Accessories Division 
St. Paul 6, Minnesota 


CD Please send me FREE samples of work done 
by “3M” Brand PHOTO-OFFSET PLATE. 
Also send complete information, and name 
of my nearest supplier. 


0 Please arrange for a FREE demonstration. 


| 

| 

| ° 
| 

— 


~ ANTRUM LR Se mre a 





QUICK-TO-PROCESS. Just 
five fast steps, five short 
minutes from package to 
press. "3M" Brand PHOTO- 
OFFSET PLATES are sensi- 
tized, ready for immediate 
exposure, quick develop- 
ment. They need no special 
processing equipment. 


EASY-TO-USE. “3M" Brand 
PHOTO-OFFSET PLATES 
can't stretch, won't wrinkle, 
won't oxidize. Will deliver 
exact color register, com- 
pletely uniform impressions 
throughout even the longest 
press runs. And color values 
will amaze you! 


AVAILABLE IN 
10” x 15%” for No. 1250 Multilith press 
10” x 16” for Davidson press 


Made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also makers of “‘Spherekote” Brand Draw- 
sheets and Blankets, “‘Spherekote” Brand Tympan Covers and Frisket Papers. General Export: Minn. Mining & 
Mfg. Co., International Division 270 Park Avenue, New York 17, N. Y. In Canada: Minn. Mining & Mfg. of 
Canada, Ltd., London, Canada. 
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. Waiting for work. 
. Waiting for material. 
. Breakdowns. 


CAUSES TRACEABLE TO THE JOB 


. Poor planning. 

. Lack of supervision. 

. Improper working conditions. 
. Improper tools. 

. Improper equipment. 

. Improper material. 


CAUSES TRACEABLE TO THE WORKER 


. Natural human laziness. 

. Poor work habits. 

. Lack of training. 

. Improper rest on and off job. 

. Too long working hours. 

. Irresponsibility. 

. Lack of incentive. 

. Lack of proper aptitude and morale. 


CAUSES TRACEABLE TO THE SUPERVISOR 


! 

2 

3. 
4 
5 
6 
7 
8 


. Improper placement. 
. Improper training. 


Poor planning. 


. Poor supervision. 

. Conflicting orders from above. 

. Lack of follow-up. 

. Pressure from union. 

. Poor morale or working conditions. 


WHAT YOU CAN DO ABOUT LOAFING 


So0Mmyon AWN 


RDO 


. Have a friendly talk with the shirkers. 

. Give the shirker responsibility. 

. Give additionaj work if possible. 

. Transfer to other work or other depart- 


ment. 


. Reduce staff if possible. 

. Improve planning. 

. Rearrange machines or equipment. 

. Get proper tools. 

. Improve lighting or ventilation. 

. Provide interest factor through competi- 


tion. 


. Tighten or loosen personal supervision. 
- Get advice of other supervisors or per- 


sonnel dept. 


13. Apply discipline—come to the point. 
14, Discharge. 


Our aim is to have every worker pro- 


duce the most with the least effort dur- 
ing a work day of the right length, in 
a work week of the right length, by giv- 


ing him proper incentives and eliminat- | 
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Produce more work 
with less hustle 


P E€. postinc TRAYS 
and STANDS 


Install P. E, C. Posting Trays and Stands in 
your Machine Bookkeeping Department for 
increased speed, greater accuracy and the ul- 
timate in operator convenience and comfort. 

P.E. C. Trays and Stands bring you sim- 
plified 3 button control which allows opera- 
tor to set up and complete entire posting 
operation while seated, greater visibility of 
records, drop sides for stuffing and offset, 
and adjustable height stands to suit opera- 
tor's height preference. Trays available to 
fit standard size ledger sheets. 

Stand illustrated, fully enclosed with door 
and lock for storing ledger sheets, station- 
ery, etc., or the entire tray and contents. 

Write for the name of the 
P. E. C. Dealer in your vicinity 


Dealer Inquiries Invited 


POSTING EQUIPMENT CORP. 
777 Hertel Ave., Buffalo 7, N. Y. 








New Spirit Duplicator 


The originators of spirit process ad- 
dressers now set the pace for quality 
and value in duplicators, with the intro- 
duction of the new MASTER Portable 
SPIRIT DUPLICATOR. 


Only $32.50 Complete with Supplies 


NO GELATIN @ NO STENCILS @ NO INK 
Here is the answer to the short-run duplicating 
agen The Master Duplicator is always ready 
ior use, clearly reproduces from 20 to 200 FULL 
LETTER SIZE copies from each master copy pre- 
pared by typing or writing on a sheet of paper 
—without stencils. 


SIMPLE TO OPERATE— Sheets of paper are fed 
to the printing head of the Master Duplicator and 
the head is then rolled across the bed 
machine. 


NO GELATIN—NO INK—In printing, the impres- 
sion paper is ROLLER MOISTENED with an even 
application of clear, colorless fluid, using the 

| same principle as the most expensive rota spirit 
duplicator, Rollers are seated in selt-olling 
bronze bearings. 


OMPLETELY PORTABLE—Handle in carrying case 
cover for ease in carrying. Stores in a minimum 
of space when not in use. Duplicator and carry- 
ing case furnished in attractive light gray baked 
hammerloid enamel finish. The Master Duplicator 
will save time and money whenever a limited 
— of copies must be reproduced on short 
ice. 


A program of NATIONAL ADVERTISING will 
make sales and profits for you! 


Write for full details TODAY 


(lider rhadeeuce C2 


6500-0 West Lake Street, Minneapolis 16, Minn. 


of the 














ing all possible sources of wasted time 
and effort. 

There is a master key to success with 
which no man can fail. Its name is 
simplicity. Simplicity in the sense of 
reducing to the simplest possible terms 
every problem that besets us. That al- 
most any man can succeed, if only he 
will simplify everything in his life to 
the ’nth dgree has been my working 
theory for forty years. As a young 
man, I stumbled across this great fun- 
damental truth, that everything which 
is complicated is wrong. 

Work Simplification is a methodical, 
scientific analysis of men, materials, 
methods, space and equipment used in 
the performance of all operations. Work 
Simplification, as Allan M. Mogensen, 
father of work simplification, defines it, 
is nothing else but a common sense 
method for the elimination of all waste, 
particularly the waste of human energy 
and human effort. It simply means tak- 
ing the headaches, backaches and heart- 
aches, out of our daily work. Work 
Simplification is a field, a way of think- 
ing, a philosophy, not a package. A 
field is not discovered, it is developed. 
It is never static, but always dynamic. 
It must be as alive, and all-embracing, 
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core. 














Herre 


“Let them freeze office help. My secretary 
has been frozen for years.” 
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Hc TREASURERS 

He COMPTROLLERS 

x ACCOUNTANTS 

ke OFFICE MANAGERS 

th PURCHASING AGENTS 

ae SYSTEMS & PROCEDURE MANAGERS 


When considering the purchase of record keep- 
ing systems, We urge that you make the com- 
parison test before reaching a decision. The 
new Vue-Fax vertical, visible methods are 
flexible, simple, accurate and economical and 
are ready to fit the requirements of every de- 
partment. Designed for either machine or hand 
posting: they give complete system control 
with many. novel and simplified features. The 
best and most accurate system is the only 
answer. We invite you to compare Vue-Fax 
with any other. 





Distributors in Principal Cities 


Pe SS SSS SS SSS SS SS SSS SSS SSeS SCS eS SSS ese eS 
VUE-FAX CORPORATION 

90 GOLD STREET, 

NEW YORK 38, N. Y. 


Please send information and literature covering VUE-FAX 
VERTICAL VISIBLE RECORD-KEEPING SYSTEMS. 


THIS 
COUPON 
TODAY! 


) a 





Wue-hat CORPORATION 


"90 GOLD STREET. NEW. YORK Ses. N.Y 





‘By Gr0d7 wames IN INDUSTRY 


DESK TOP EQUIPMENT 


Quality, efficiency and years of dependably service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constont- 


flowing, all-round writing 
implement thet holds o 
full 2% ounces of ink for 
months of writing without 
refill. Absolutely will not 


flood. Choice of five quick- 


ly reploceable “threod-in” 
points — extra fine, fine, 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested 


and approved at factory 


medium, broad, stub for writeability 





STURDINESS e EFFICIENCY 
SMARTNESS 
These are combined in the 
superior design of all Desk Top 
Equipment manufactured by 


THE BERT M. MORRIS CO. 


The setting shown — pen set, 
memo pad, letter tray, ash tray 
bookends and phone rest are a 
rich appointment to any desk — 
the stamp of an exacting, effi- 
cient executive The complete 
setting retails for little more than 
the cost of one higher priced - 
comparable fountain pen set 


BERT M. MORRIS CO. Desk Top Package Deals #100 and #200 
Inquire about the surprisingly low cost of completely 
furnishing a desk with these items. 








ASH TRAY—A real He-Man 
ash tray. Glass lined. per- 
fect for any desk or con- 
ference table. 


FOUNTAIN PENS — an effi- ENDS — at last — LETTER TRAY—strong two 

cient and 1 pen pe book ends to ; t pens! 1 

set with “‘thread-in" point modern office fur- cori fom ‘trem iy pont 
and both sides 


jon A real time and 
quickly 
letter size. 


sect 
money saver in any or 
BERT M. Mor REIS CO. verr.0-1,8651 west THIRD STREET—LOS ANGELES 48, CALIFORNIA 
In Canada: McFarlane Son & Hodgsen, Lid., Montreal, Que. 


] 
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paper is used. or standard 
box style 














as the conquer-all spirit of the Ma- 
rine Corps. 

Work Simplification attempts to sim- 
plify the heretofore complex science of 
efficiency to such a degree that every- 
body can understand it and use it. In 
short, Work Simplification proposes 
that each employee be made responsible 
for, and capable of, policing the 
efficiency of his own job. This means 
management must lhaave some method of 
insuring that the employee has been 
provided with the correct training to 
make him eapable to carry out his re- 
sponsibility. Work Simplification is 
the organized use of common sense to 
find easier and better ways of doing 
work. It means improving methods 
of doing work—finding a better way. 
It means doing any job better by: 

1. Eliminating unnecessary parts of 
the job. 

2. Combining and rearranging , the 
rest of the job. 

3. Simplifying the necessary parts 
of the job. 

Improving methods enables us to do 


better work, with less effort, in less | 


time, without hurrying, with greater 
safety and lower costs. 

If a program of work simplification 
is worth while, it naturally follows that 
the necessary training for carrying out 
such a program is essential. There is 
more to an effective program than just 
saying, “All right, let’s do it.” There 
is the matter of how the training is to 
be given, and what it should accomplish. 
Actually, the training in work simplifi- 
cation is a portion of the job of im- 
proving operating methods. 

While it is a part of every super- 
visor’s and employee’s responsibility to 
improve methods and simplify work un- 
der his supervision, most have not ac- 
quired an organized plan for making 
such improvements. Since we are going 
to improve methods, we should first im- 
prove the method of improving methods. 
No one of us knows as m as all of 
us. Training is’ necessary’ to enable 
each of us to acquire a systematic means 
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sets the pace 
for style, quality and value 














METAL-LUX clerical posture chairs 


2K fabulous seating comfort 


2K new trend in metal styling 
* super-yalue posture chair 


MILWAUKEE METAL-LUX has proved a solid selling 
success. Warmly accepted by the trade upon its 
introduction, METAL-LUX has shown no let-up in 
sales potential. The reasons are obvious. Functional 
design with high styling unprecedented in a metal 
posture chair, out-of-this-world seating comfort, 
dreadnaught construction, surprisingly low cost— 
these add up to incomparable value. METAL-LUX on 
your sales floor is certain to move briskly and profit- 
ably. If you haven't yet shared in METAL-LUXx profits, 
get the full details now. 


SEND FOR COMPLETE DESCRIPTIVE UTERATURE 


MILWAUKEE METAL FURNITURE CO. 
120 S. LASALLE ST. +» CHICAGO 3, ILLINOIS 
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Stencil buyers like the clean convenience 

of Sure-Rite Seal Tab film stencils. Files aren’t 
sticky, stencils don’t gum up duplicating 
machines, stencils lay flat and clean on the 
boss’ desk. The new Red Sure-Rite Seal 

Tabs completely eliminate objections to messy 
glue! Just press to seal—and corrections 

are far easier! 


PUT BLACK FIGURES IN 
YOUR PROFIT COLUMN! 


Impending shortages of film put the new Red Sure- 
Rite Seal Tab Film Stencils in a class by themselves! 
Film may be reused easily! Phone today for more 
information. 


Sure-Rite PHONE ‘cen anatase asses DENVER! 


Shooting Star wantwe 


SHORTAGES OF FILM 
MAKE SEAL TABS 


F | m 3 ; MORE VALUABLE! 


FILM CAN BE 


Stencils... ed dot REUSED 


ex 





8 tap snes ot gamete 


AMERICAN 
haa rane 


MFG. CO. 


2714 Walnut Street 


Denver, Colo. 





A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive eumatic 


5a cushion that definitely softens 
the clatter of typewriters reer 


and electric) . . . adding machines . . . 
and all business machines! 


@ And more than that... the 


RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
Hciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. . . and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
oO ele eee ores 


discount data on this EASY TO 
necessity. * _ 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 


| of work simplification. 





With the first 
enthusiasm at the start of a work sim- 
plification program, we start out to re- 
organize “the works” and soon find so | 
many factors involved that our “big” | 
improvements would disrupt everything. 
By cgoing off half-cocked, we react io 
discouragement and little is accom- 
plished. 

Training is as effective as the desire 
for learning. To give training to in- 
dividuals who attend because they are 
sent to training sessions is a waste of 
time and effort. Training in work 
simplification should be given to every- 
body. A genuine desire to acquire the 
learning to do a thorough, methodical 
job of work simplification must be in- 
stigated by top management. 

To train the lower levels of em- 
ployees, when supervisors have not had 
an opportunity to become thoroughly 
indoctrinated, is putting the cart be- 
fore the horse. It is disheartening and 
unfair to have employees carry out 
work simplification without the full and 
active support of their supervisors. 

In a program planned to,make work 

easier and save: millions of manhours, it 
would be “penny wise and pound 
foolish” to neglect any effort to obtain 
the most capable individuals available 
for the training of employees. Work 
simplification training should be given 
only by trained instructors who are out- 
standing in ability, thoroughly prepared 
and genuinely enthusiastic about the pro- 
gram. 
We learn best by doing. We have 
little confidence in the driving ability 
of the person who has watched others 
drive. The best way to give work 
simplification training is to present the 
proven and basic principles in confer- 
ence sessions under competent super- 
vision according to prescribed outlines, 
and to practice the application of these 
principles incessantly. 

Where efficiency is concerned, the in- 
dividual person in any office is the be- 
ginning of everything. The manager 
of an office is a person. His efficiency 
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can be enormously helpful to the office, | 


his inefficiency can be tremendously 
harmful to the entire office. The. office 
boy, the stenographer, the bookkeeper, 
are persons. Their success is made pos- 
sible by, or limited by, the tools at their 
disposal. It is up to us to supply them 
with the proper mental and physical 
tools, which will make them efficient. 

The individual in management is 
management. His success is manage- 
ment’s suecess; his complacency is man- 
agement’s complacency. His good or 
bad performance are management’s 
good or bad performance. 


It is my firm belief that no thor- 
oughly oceupied man or woman was ever 
very miserable, and that 95% of the 
trouble we have today does not come 
from overwork but from idle moments. 
We have too many comfortable and 
quiet offices in industry, and as any in- 
dustrial engineer will tell you, a quiet 
and comfortable organization is never 
an efficient one. Some of you may 
blame your office foree for any in- 
efficiency that may have crept into your 
office, but management must be capable 
before the workers can be productive. 


Our outstanding problem today is 
not just to provide more men, more 
training or more education for our 
workers, or to supply improved ma- 
chines or methods. Our big problem 
is to get from manpower the ability 
it already possesses but does not use be- 
cause it doesn’t want to use and doesn’t 
feel like using. We have too much 
“won’t” power and not enough “will” 
power. 

A considerable portion of this con- 
scious or unconscious inefficiency in of- 
fices can be attributed directly to ignor- 
ance on the part of management, su- 
pervisors and workers concerning net 
results or performance or cost of ma- 
terials, equipment, machines and space 
used by them. 

We want our supervisors and workers 
to be efficient; yet, how many of you 
ever told your office workers the funda- 
mentals of efficiency. We want them 
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“DOME RECORD” Sales 


Jumped 50% over last year 
and 125% over last 2 years. 


NEW SOCIAL SECURITY LAW 
for SELF EMPLOYED 
Has Created A 
BIG PUBLIC DEMAND 
For A 
SIMPLIFIED WEEKLY 
BOOKKEEPING RECORD 


wig 


This beautiful 
and attractive 
display case 
shipped FREE 
with every 


DOME RECORD 
Gives You 
e EASY SALES « BIG PROFITS 
eA SURE REPEATER 
Retails for $3.00 
No Refills Are Soid 
Sold in Stationery Stores Everywhere 


ORDER FROM YOUR SUPPLIER TODAY 
OR FROM 


DOME Publishing Co., Inc. 


30-36 Smith St. ¢ Providence 3, R. |. 


SANS EO parihees Hmigeianancarlen: 


Pe etetgy 


xen 


RP ane tes 





DEALERS 


Now is the time 
to restock with 


STORMS 
PRODUCTS 
CARBON PAPER 


INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 

CHECK 

LIST... 


HIGHEST 
QUALITY 
Prompt 


Efficient 
Service 


CARBON PAPER 


Typewriter 
Pencil 
Billing 
Saddleback or Reverse 
Speed-o-form 
Hectograph 
Stencil 
Binder 
Jacket 
Specializing Book 

in One Time 

Special Strip 

‘ packaging For Ozalid process 
under dealer's 


private imprint 'NKED RIBBONS for 


Typewriters 
Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Multilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes 


"The Complete 
Line" 


Stands the test 
of time. 


CARBONIZED ROLLS for 


Adding machines 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 
Teletype 

Elliott Addressing 


*tcoRDs erent? 


TRAOt Mane 


Monufacturer to the Dealer Trade Exclusively 


H. M. STORMS COMPANY 


Storms Building, Brooklyn 16, N. Y. 
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to be cost conscious—how many of you 
have ever given your workers a course 
in cost accounting or cost control? Un- 
less or until you do that you cannot ex- 
pect the workers to do anything for 
you unless you set a standard for them, 
unless they know the net results of their 
performance, and know what you want 
them to do and how they are to do it. 
The trouble with most of us is—we live 
in a mosquito swarm of little things to 
do and we continue to keep on fighting 
mosquitoes instead of finding time to 
attack some of our basic problems. 

Dr. William Reilly in The Law of 
Intelligent Action, writes: “When a per- 
son is confronted with a problem, the 
intelligence of his action is dependent 
on three primary factors: First, his de- 
sire to solve it; second, his ability to 
solve it; and third, his capacity for 
handling human beings.” He goes on 
to say there are only two reasons why 
anybody desires to do anything: (1) be- 
cause of his desire to gain something; 
(2) because of his desire to avoid los- 
ing something. 

The first step towards our objective 
of obtaining the maximum utilization of 
manpower is to build and maintain a 
stable organization in which we have 
a minimum degree of labor turnover. 
Second, we want an organization com- 
posed of employees who are produc- 
tive, who will do a fair day’s work for 
a fair day’s pay. That is obvious, but 
as a result of certain political philoso- 
phies, there are today a great many 
people who are not interested in doing 
a fair day’s work. 

The third major step is to build an 
organization of people who have good 
morale, who are loyal to management, 
who are what we call company people 
and who are satisfied with their present 
job in general. Now, my idea is always 
that you must first know what is being 
done before you can do it better. So 
we hired a consultant to find out what 
was going on and he made a morale sur- 
vey for us. We were not shocked but 
profoundly astonished at what we found 
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out; at the misconception, particularly 
that management and supervisors had, 
of what the workers wanted. If the 
human machinery is out of balance, 
all the efficiency schemes in the world 
are of little value. 


Make a morale survey. Find out how 
people feel about the organization, the 
job, the opportunities, ete. There is 
no simple panacea that will bring about 
the same results in any and all or- 
ganizations. There is no tailor-made 
program to my knowledge to cure all 
the ills. Everybody knows that indus- 
try is sick but each of us desperately 
wants and needs a practical curative 
treatment that we can actually begin to 
work on tomorrow. This treatment is 
going to involve the biggest job you 
have ever tackled. If your company 
looks sick today it is, in my opinion, 
because you have chosen. to have it 
sick—90% of the problems we are fac- 
ing today are self-imposed by our 
obstinate, arbitrary attitude about doing 
things just because we always did them 
that way, or because we always like 
to take the easy way out. 


Common sense in production as well 
as in handling personnel problems has 
too long been a substitute for poor man- 
agement instead of it being a tool of 


good management. We have all spent 
too much time eliminating bottle necks, 
straightening out labor relations, fight- 
ing production problems instead of 
realizing that all problems are the re- 
sult of someone’s refusal to think or 
decide at the time he was supposed to. 


When we put a man or woman on a 
payroll, we are purchasing from him 
or her that which she has to sell— 
human effort. If part of that human 
effort is used looking around for ma- 
terial, going into a store room, waiting 
for material, waiting for machine to be 
repaired, it is our fault. If part of 
that effort is used for ineffective motjon, 
it is our fault. It is management’s re- 
sponsibility to see that every manhour 
is effectively used. You can’t blame the 
worker for trying to shirk a job if he 
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“DEALER'S CHOICE” 


te 


_ BUILDING BUSINESS 


sparse 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


Electric Printing Calculator 
9-Column Totals up 10 9,999,999.99 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 


| Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
| write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 








BARRETT ADDING MACHINE DIVISION 
Lanston Mo Machine Com: 
24th and Locust Ste Philedalphis 3, Pa, U. S.A. 
































' MERLULES * 
| TYPEWRITER STANDS — 


with exclusive 


Sell on sight! Because Her- 
cules stands are unmatched | 
for utility, safety, leg room, | 
durability. Magic-Lok 
wings pull to drop, push to J 
lock . . . no braces, springs, 
brackets! For right, left ae 
both sides. 
Immediate Delivery 


Model 86 1D | 





MACHINE 
STAND 
Saves 50% on ] 
desk costs!— 
20% on floor 
space. Safe— 
__ rugged — vi- 
~~ bration free! 














gets away with it. That’s 
job. 

Do you know exactly what you are 
going to do every day? Do you 
know exactly what your people are 
going to do today and tomorrow? If 
not, sit down first and take one of 
those regular daily time schedules and 
put down on one side what you intend 
to do in one day and on the other side 
exactly what you did. At the end of 
the day, look at it. I'll bet you can’t 
go through an hour without getting off 
the plan or being interrupted. 

After you have learned to plan one 
day successfully and adhere to it rea- 
sonably close—start to chart a week’s 
work. If you are successful in that, go 
on to find out what is being done in 
your department. Try to schedule the 
work, find out how long it takes and 
so on, and try to get people to adhere 
to it. Lay out a plan. It’s going to 
take a long time until you get a plan 
that is reasonable, practical and that 
people can reasonably adhere to. 

Until we, in management, have 
checked into our own work and have 
learned to correct our own work and 
to. live in conformity with the plan, 
ean we blame workers for falling down 
on the job? Labor is just as efficient 
as management plans it to be. If we 
don’t give him the proper tools, we can’t 
expect him to do a good job. You have 
to let your employees know the stand- 
ards you set for them and see that they 
know the results. Show them how they 
compare with par. 

You don’t go on a golf course and 
set your own par. Yet, in many offices, 
we let each employee set his own par. 
The essentials of working out standards 
of performances are, just to give you a 
few points: (1) get an overall picture 
of what is going on in your organiza- 
tion or in your department; (2) decide 
with the aid of employees what consti- 
tutes a day’s work (be sure you work 
with experienced, capable and_thor- 
oughly willing workers); (3) determine 
from previous records or from records 
of other companies doing similar work 


management’s 
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PHOTOGRAPHED IN TRACER LIGHT..... 





REVEALS SAVING WITH AMERICAN LITHOFOLD 


LITRIOS TRI Detsinesstouns 


eo The OLD WAY 


to produce 1! set of forms: 
(1) Collate (2) interleave with car- 
bons (3) Jog sheets (4) Insert (5) 
Align (6) Turn roller (7) Type (8) 
Remove forms (9) Deleave carbons 


@. LITHOSTRIP WAY 


1-2-3! Type, tear off, zip out 
carbons as a unit! 
Get your copy of this new brochure 


showing business forms TIME AND 
MOTION STUDY IN LIGHTS, FREE! 


3 moves instead of 9 . . . proved by the 
photographer’s new art of exposing the paths of | 
motion . . . under actual working conditions 


American LITHOSTRIP Continuous Formis 
wipe out useless time and work in FH 
record-keeping . . . eliminate six wasteful 7 
moves! Distribution and control are simp ifiec 
and speeded. A SINGLE typing a 
records for all departments .. . fast! : 


i) 
; 





AMERICAN LITHOFOLD CORP. 


500 Bittner Street «+ St. Louis 15, Missour 


















NOISE CONTROL 
of Business Machines 


with AGOUSTORS 


Acoustors silence noise on any 


type business machine. Provide . 


comfortable, quiet atmosphere. 
Improve hearing conditions. 
Make conversation easier. Pre- 
vent unnecessary distractions. 
Eliminate nervous tension. Help 
reduce fatique. 


Acoustors equipped with cool, 
shadow-free, fluorescent lights. 
Shipped ready for use . . . no 
change in your present office 
arrangement. 


Prompt attention to your in- 
quiry. Prompt delivery. Wire, 
phone or write 


THE ACOUSTOR CO. 


YOUNGSTOWN 2, OHIO 








the quantity and quality of work ex- 
pected by the hour, by the day or by 
the week. Use whatever records you 
have, spot check or by observation, time 
study if necessary; or get it from ex- 
perienced help. Next, develop a defi- 
nite simple system of securing and* 
checking the accuracy of work done. 
Remember that poor work wastes every- 
body’s time and effort. Determine which 
skills are of particular importance to a 
job and be sure ypu have square pegs 
and square holes before you set any 
standards. 

Schedule materials properly, check 
materials frequently, and organize for 
highest production with the minimum 
amount of labor, material and space, so 
that you get the best quality of work in 
the shortest possible time. An em- 
ployee provided with a well-planned 
day’s work has less excuse for wasting 
time. Morale is seldom a problem in an 
office where everybody knows what is 
expected and where everybody does an 
honest day’s work. 

The very same techniques we use in 
our factories could be as profitably ap- 
plied in the office and with the very 
same effects. It is high time we think 
of dollars spent for office salaries as 
having the same value as dollars paid 
out for factory wages. Office managers 
have the same opportunities today to 
economize, to simplify and to increase 
their effectiveness to top management 
as the factory supervisor has had for 
twenty years. 

You can all grow in prestige and use- 
fulness by applying some of these 
sound and proven engineering tech- 
niques to every job in your office: 

1. Check morale and attitude of per- 
sonnel. 

2. Check and plan your own work 
first. 

3. Obtain a written job description 
from each person in the office and ana- 
lyze these to determine the organization 
setup and to locate overlapping and use- 
less activities. 

4. Study each job carefully and con- 
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“In our office figure work 


must be right! That’s why 
my boss got me a new Compt- 
ometer.” (Comptometer’s ex- 
clusive three-way error control 
absolutely eliminates errors 
caused by faulty stroke!) 


Naturally, we are pleased and proud that 
operators from coast to coast (and their 
bosses, too!) have expressed enthusiastic 
approval of the new Comptometer. 

You and your operators will also be 
delighted with its speed, efficiency and 
ease of operation! Why not call your 





“It’s so easy to operate. My hands 
seem to float over the keyboard and 
the touch is practically effortless. No 
more 4 o’clock wilts for me!” (Float- 
ing Touch brings ease of operation 
plus speed and accuracy—an unbeat- 
able combination !) 





“There are so many featu 
a girl appreciates! The ney 
Comptometer colors, for if 
stance, are easy on the ey 
(Colors are scientifically 
lected to prevent eyestrain?) 








nearest representative today . . . and ask 


for a demonstration? 


REG. U. S. PAT. OFF. 
ADDING-CALCULATING MACHINES 


Made only by Felt & Tarrant Manufacturing Co., 
Chicago, and sold exclusively by its Comptometer Division, 1715 North Paulina Street, Chicago 22, Illinois. 


N.W. AYER SON 
nis } 








New Electric Comptometer 





Just what everybody wants for receipts, 
leases, bonds and important papers that 
accumulate and should be saved. 


File No. 442 is made of heavy steel in beautiful 
gray Hammerloid finish. Equipped with letter-size 
folders—alphabetical, monthly and blank. There's 
also a place for addresses, teleph bers, ex- 
Penses, budgets, efc. Comes with key and strong 


lock. - Size 10x12'/2x5!/."’ 





File No. 445. EVERY EXECUTIVE NEEDS IT! Similar 
to Model 442, but with secret compartment with 
lock inside the cover for valuable personal papers 
like wills, bonds, etc. Finished in a new shade 
® called "Craftsman Copper.” 


LEATHERETTE 
COVERED FILE 


No. 420 is a 
neat style, sim- 
ilar to above, 
but lighter in 
weight, Well 
made to last a 
long time. Comes 
with letter-size 
folders, alpha- 
betical, monthly 
and blank. 
Choice of five 
colors: maroon, 
blue, brown, 
green, black. 


Order from your dealer or write for circular. 


AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 Duane Bivd., Kankakee, Ill. 





fer with each person involved to obtain 
all needed information. Solicit their 
suggestions for improvements. 

5. Prepare a layout of the office, study 
the movement of papers from desk to 
desk, locate bottlenecks and _ plan 
changes to achieve a straight-line flow 
of work. 

6. Chart impcrtant routines and sim- 
plify them as much as possible. 

7. On the basis of data obtained by 
steps 1-4, eliminate any unnecessary 
activities. 

8. Reassign work to centralize re- 
lated activities. 

9. Provide office machines, desks, 
trays and other accessories which are 
best adapted to the work and which 
will promote accuracy and increase 
output. 

10. Eliminate errors rather than use 
manhours to check errors. 

11. Study the layout of the office 
with an eye to aiding efficiency and in- 
creasing the convenience and comfort 
of all workers. 

12. If the advisability of any change 
is not demonstrable by argument, make 
an experimental installation and _ let 
critics be guided by results. 

13. Evaluate the quality of your per- 
sonnel and make inprovements where 
desirable through better selection and 
training. 

14. Appraise the quality of super- 
vision and improve it if necessary. 

15. Encourage the preparation of an 
office manual which will delineate the 
duties and responsibilities of the various 
positions and clearly describe the pro- 
cedures entailed. 

16. Set standards of performance. 

17. Compare actual work done with 
standards. 

18. Explain difference to worker and 
help correct. 

19. Keep checking—keep improving 
—keep smiling. j 

The security of your job and mine 
depends upon our ability to turn the 
wastes of today into tomorrow’s profit 


j 
| for your firm and mine. 
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Electri-conomy Typewriters at work 
... in their Central Stenographic Pool. 


: haptic 


in their Engineering 


Department. 


For their Executive Secretaries. 


Like so many other essential industries 
playing an active part on both our home and 
freedom fronts, Caterpillar Tractor Co., of 
Peoria, Illinois realizes that it takes peak 
output in the office to achieve peak produc- 
tion in the plant. That’s why they are using 
Remington Electri-conomy typewriters to 
boost typing production—save office costs— 
boost operator morale. 

In their central stenographic department 
alone, recent job production tests—based on 


! 
| 
| 
| 
L 


0 
0 


Increase 
in Typing 
Production 
for 
Caterpillar Tractor C 

with Remington 


Typewriters 


lines typed per eight-hour day—proved @ 
Remington Electri-conomys have increas 
the typing output up to 25%. . 
Mail the coupon below for a FREE c@lor 
brochure describing this magnificent 
electric typewriter. It will show you 
the Electri-conomy can turn out more work, 
better work in less time and with less effort 
for your company. 


Remington Rand, Room 2317,315 Fourth Ave.,N.Y.10 


) Send me FREE copy of RE 8499. 

(Cj Please have your representative call to per- 
form the free Electri-conomy Test in my of- 
fice — without obligation, of course. 

Name 

Firm 

Address 

CNY .ncisscosinsciticiineiisnilteiiniincina maa State. 


pourecs oo mert 
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FORMS DESIGN KITS 


Neenah Paper Co., N. Commercial Ave., 
Neenah, Wis., offers ideas to help paper 
users to make better use of ledger, index 
ang thin papers. The Neenah Pattern 
Kit, (shown) is an 11” x 8%” portfolio 
containing a punching and perforating 


guide and a ruling guide for designing 
special accounting forms. A color con- 
trol chart and another chart simplifies 
the buyer’s choice of the four grades of 
Neenah Ledger. The Neenah Guide to 
Better Indexing is a kit of 15 8” x 5” 
index ecards which combine buying in- 
formation for Neenah and Resolute Index 
with service information about tab sizes, 
card sizes, indexing methods, ruling and 
color control systems. The Neenah Thin 
Paper sample book has 3 keys to the 
selection and use of Neenah Thin Papers, 
contains pages devoted to thin paper 
uses: color control, identification of air 
mail stationery and sales applications 
of thin papers. The kits are free. 


114 


POSTURE CHAIRS 


Milwaukee Metal Furniture Co., 120 8. | 


LaSalle St., Chicago 3, Ill., makes Metal- 
Lux Clerical Posture Chairs which are 
built for lifetime service. The Cush-O- 
Just curved backrest adjusts auto- 
matically to follow exact position of 


chair’s occupant and is unholstered with 
latex rubber. Fingertip adjustments, 
without tools, at three points take care 
of seat height, back height and seat 
depth. The seat is box-girdered of double, 
electrically welded 20-gauge steel. The 
swiveling action is silent because steel 
spindle revolves in grease-packed, sealed 
socket. Porous molded latex rubber is 
also used in seat with two inner rubber 
guards between cloth and steel in seat 
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and backrest as extra protection for 
upholstery. An attractive outer rubber 
guard extends all around the seat to 
protect other furniture. The indestruc- 
tible all-steel chassis if made of 1”, 16- 
gauge cold rolled steel tubing electrically 
welded and it will carry up to a ton in 
weight. Equipped with 2” full floating 
ball bearing casters with soft rubber 
treads. Model M-20 is large with seat 
14” deep by 1714” wide, 8” x 13” back:- 
rest adjustable in height from 10” to 13”. 
Model M-10 is medium in size with 
14” x 14%” seat and 6144” x 11%” back- 
rest adjustable from 914” to 1244” in 
height. Seat height of both models ad- 
justs from 17%” to 2144” in %” steps. 
Sitting depth can be extended 344” in 
similar steps. Metal finished in choice of 
gray, brown or green mar-resistant baked 
enamel. Upholstery is removable for 
cleaning and replacement. Complete illus- 
trated literature from above address. 


OFFSET-LETTERPRESS 
DUPLICATOR 


Davidson Corp., 1036-60 W. Adams St., 
Chicago 7, Ill., makes the Davidson Dual, 
combination offset and letterpress dupli- 
eating and printing unit, completely re- 
designed, re-engineered, streamlined and 
finished in Davidson gray. This new 
Davidson Dual, Model 251, is said to 
have numerous features and improve- 
ments which materially increase its effi- 
ciency and operating economy. Like its 
predecessor, Model 251 prints both offset 
and letterpress, black and white or multi- 
color, using either paper or metal offset 
plates, type, electrotypes, Linotype slugs 
or rubber plates. It will handle any stock 
from light manifold to cardboard and 
envelopes in any size from 3” x 5” to 
10”. x 14”. This makes it particularly 
suitable for the fast, low cost printing 
of office forms, letterheads, envelopes, 
advertising literature, labels, post cards, 
price lists, and other items. It will also 
handle all types of oifice duplicating 
such as form: letters, bulletins, reports, 
charts, maps, mechanical drawings, etc. 
Important changes have been made in 
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the automatic suction pile feeder in- 
cluding built-in motor and pump for 
greater convenience, The cylinder drive 
has been improved and a clutch arto- 
matically releases for easier turning by 
hand. Other new features include quieter 
operation; easy-to-read graduations on 
both conveyor board and feeder; metal 
table under conveyor; oscillating dis- 


tributor roll for dampening unit; cali- 
brations on plate segment for easy plat 
positioning; new streamlined one-piec 
pile guide. Several attachments are als@ 
available at extra cost including an im¢ 
proved variable speed drive for instan 
change from 2000 to 6000 impression 
per hour; improved auxiliary ink vibrator 
roll; wipers for water fountain; and a” 
two-bulb adjustable fluorescent light. 


FLOOR LAYOUT PLANNING 


Visual Planning Equipment Co., Penn- 
sylvania Ave. at River, Oakmont (Alle- 
gheny Co.), Pa., offer a 80-Page catalog 
of the ‘‘Whys’’ of 3-dimensional plan- 
ning. It explains the functions and ad- 
vantages of such planning in full detail, 
outlines and illustrates Visual’s Repro- 
Templet System of producing reproduc- 
tion prints. In addition, it has an item- 
ized list of over 6,000 standard stock 
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items: machine tools, material handling 
equipment, shop equipment, office plan- 
ning equipment, etc. Prices, shipping and 
delivery data are included. 


ONE-TIME CARBON FORMS 


Hygrade Printing & Stationery Co., 
121 Varick St., New York 13, N. Y., 
makes a specialty of the fast production 
of one-time carbon forms for immediate 
delivery. They make puil-out and snap- 





out carbon interleaved forms, manifold 
books, bookkeeping machine statement 
and ledger ecards, payroll and voucher 
checks, envelopes, etc., all on the basis 
of quick delivery. This firm has been in 
business 30 years and will send sample 
forms, or quote on present forms, with- 
out obligation. 


CASH REGISTER 


Dealer Sales Div., Remington Rand 
Inc., 315 Fourth Ave., New York 10, 
makes the Remington Rand Cash Reg- 
ister. Handsome in appearance and 
sturdily constructed, it carries several 
new features, among them are: nine de- 
partment product or clerk designations; 
7-column listing and totaling capacity; 
paidout and charge key; and simplified 
10-key ‘keyboard. Designated as Cash 
Register Model Number 71-CR, it makes 
it possible for the small business con- 
cern to maintain a complete record 
system control of daily business trans- 
actions. Because the Remington 10-key 
keyboard is so fast due to its simplicity, 
it assures speed in recording transactions. 
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Amounts are entered as if written, with 
proper columns automatically selected. 
The 9 department, product or clerk 
designations make all 9 positions, to the 
left of the tape, available for designa- 
tions. A complete record of transaction 
breakdown by these classifications is 
made simpiy by setting the designator 
at the desired position and entering the 
amount of the transaction. Valuable list- 
ing and totaling capacity is not limited 
because of the 9 department, product 
or clerk position designations. By posi- 
tioning the open-close lever, the Rem- 
ington Rand Cash Register can also be 
used for general figurework. Rounding 
out the special features, a distinctive 


symbol is printed on the tape to indicate 
money paid out or amounts to be charged 
to a customer’s account. Charges or paid 
out items are supported by detail slips 
in the money drawer or notations on 
tape. An autographic writing table with 
ample room for handwritten notations 
on the tape has been provided, along 
with single and double space adjust- 
ment. A safety lock on total and sub- 
total keys prevents tampering with totals 
and a safety lock on the money drawer 
adds extra protection to funds. A re- 
movable steel money tray, with standard 
divisions for coins, bills and slips, also 
has a safety lock cover. The money tray 
is designed for placement in the safe 
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/ at close of business. A fully-enclosed 
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automatic recording tape rewind is a 


H| basic part of the cash register. Built-in 


cushioned power reduces wear, adds 
more years of service to the life of the 
cash register. 


DEALER SALES PLAN 
Columbia Ribbon & Carbon Mfg. Co., 
101-11 Herb Hill Road, Glen Cove, N. Y., 
offer a brochure outlining the benefits of 
Columbia’s Dealer Sales Cooperation 


Plan. Stressing the importance of an 





efficient ribbon and carbon department 


to the retail stationer, the brochure 
' answers many of the questions which 


for years have puzzled the stationery 
trade. A copy of this informative book- 
let will be mailed to anyone requesting 
it on his business letterhead. 


STEEL TRANSFER FILES 


Vanguard Engineering & Mfg. Co., 
53 W. Jackson Blvd., Chicago 4, IIL, 
makes steel transfer cases constructed 
for multiple stacking in units as re- 
quired by expanding files. They can be 
added one drawer at a time, firmly sup- 
ported on a special recessed base to form 
the usual 2, 3 or 4-drawer active file. 
There is ample toe clearance at the front 
of the base. A simple, positive-stacking 
device interlocks the bottom of one file 
with the top of another by sturdy metal 
tongue and groove design. This in no 
way interferes with the file if used 


, separately. Multiple stacks of Vanguard 


files will stand straight and steady, 


4 
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secured by flat metal straps and bolts 
unobtrusively interlocking the adjoining 
rows. Quick transferring is accomplished 
by simple interchange of drawers; no 
refiling or shifting of materials is needed. 
Easy-rolling operation is assured by 4 
sturdy rollers in each transfer file. Unlike 
destructible storage files, Vanguard steel 
files retain their fine appearance and 


protect valuable records indefinitely 


from dust, vermin and moisture. Van- 


guard letter and legal size files, complete 
with index rods, are available in ham- 
merloid gray or office green oven-baked 
finish. All have brass finish handles, card 
holders and index rod knobs. The manu- 
facturer offers immediate delivery on 
letter and legal sizes. 


SUBTRACTING-ADDING MACHINE 

Lightning Adding Machine Co., 1260 
West 2nd St., Los Angeles 26, Calif., an- 
nounce important improvements in the pop- 


ular priced Lightning Adding Machine. 
During over 30 years of use nationally by 
over 300,000 purchasers, the Lightning 
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ON RECORD POSTING 
WITHOUT MACHINES! 


Punched cards pay off with E-Z Sort. 
Organizations throughout the country, 
are profiting by this extremely simple, 
low-cost method. For production con- 
trol, inventory, sales, payroll, credits, 
research, etc. E-Z Sort is fast and 
accurate. Only tool is a simple hand 
rod. System is easily handled by any- 
one, at desk in office or plant. Our 
nearest office will gladly demonstrate; 
or write us for details. 





_ tint it te Pi Se 


BZ SORT 


SYSTEMS, LTD. 


45 Second Street 
Dept. I11 
San Francisco 5, California 





Bb G0 GS 2 Gd 








A tew valuable territories open 
to qualified Systems Engineers. 
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Adding Machine has built up a reputa- 
tion for accuracy and precision engineer- 
ing. Direct subtraction has been added 
to the machine after exhaustive experi- 
mentation has shown it to operate with 
the smoothness and ease that Lightning 
users would expect, as simply as dialing 
a telephone. The dials, as before, are 
turned clockwise for addition up to 
99,999.99. By turning the dials counter- 
clockwise, direct subtraction may be 
done with equal ease. This feature, plus 
the machine’s automatic one-stroke clear- 
ance, make the Lightning a most versa- 
tile and complete adding machine in its 
price class. Precision-built, the Lightning 
retails for only $14.95 from coast to 
coast and is a handsome machine in dis- 
tinctive non-glare gray finish. 


CASH HANDLING SYSTEM 


Mosler Safe:Co., Dept. 0-11, Hamilton, 
Ohio, has developed the Mosler Decen- 
tralized Cash Control System, now being 
installed by Gimbels, New York, after 
a successful 4-month test period. More 


than two years of coordinated research 
by Gimbels and Mosler preceded the 
actual test period. Gimbels’ old method 
required three cash control stations 
where the store’s sales clerks converged | 
from 12 selling floors to pick up $30 
change funds each morning and make 
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Mary had a 
| little letter §@ 


. . She typed it in. 
HALF 
the usual time! 











Score “4° for Letterex 
1. 
2. 
| < 
4.. 


McGregor & Werner, Inc., 

1640 Connecticut Ave., 
Washington 9, 0.C. 

( ) Send free samples and prices. 
( ) Have distributor call. 


) Send details on distributor franchise. 


MANIFOLD CARBON PAPER SETS 








In payroll calculations, invoicing, inventory — all office 
re-work—you’ll marvel at time-savings made possible 
by the Friden fully-automatic Calculator. No special 

operator training needed: The Friden does the thinking! 


Major figure Tasks ot Business 
Bae. 
TIdeN 


lightened by the” 


@ Exclusive features enable the 
Friden to handle more steps in figure- 
work without operator decisions than 
any other calculating machine. 


Once the operator sets a problem 
on the keyboard — and touches the 
proper control keys —no additional 
human motions are required. The 
Friden automatically “thinks out” 
accurate answers, 


You and the Friden Man will dis- 
cover important applications of 








AUTOMATICALLY 
it takes work 
out of figure-work 


The Thinking Machine 


of American Business 





Friden “figure thinking” in terms of 
your own business. 

Figure on a Friden NOW—phone 
or write the Friden Man near you. 
Friden sales, instruction and service 
available throughout the U.S. and the 
world. FRIDEN CALCULATING MACHINE 
co., INC., San Leandro, Calif. 

© Friden Calculating Machine Co., Inc. 
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deposits each evening. Even staggered 
employees’ hours failed to break the 
morning and evening bottlenecks. Dur- 
ing seasonal peak days the waiting was 
particularly bad. The Mosler system of 
change fund and sales receipt handling 
is self-service. It provides complete pro- 
tection for the cash, store, and em- 
ployees. Sales personnel can be held com: 
pletely responsible for their own change 
fund and receipts. By decentralizing, 
equal emphasis is placed on speed and 
protection. The technique is based on 
two units—a safe for sales clerks’ 
change funds and a receipt-giving de- 
pository, both fire and burglary resistant, 
“small and compact. Gimbels is placing 
12 installations throughout the store. The 
change fund unit is a deposit box safe 
which opens to make easily accessible 
100 individually locked safe deposit com- 
partments, each containing a plastic cash 
box. Each clerk is assigned a box and is 
given a cylindrical key which cannot be 
duplicated. For audit purposes, a master 
key opens all boxes. For Gimbels, each 
box is designed to hold $30 in cash 
which is visible through the transparent 
box top, ruled to expedite coin counting. 
If a clerk fails to insert the box into 
the safe, visible red button signals that 
fact. The other half of the system, the 
depository unit, is like a robot bank 
teller that simultaneously receives, re- 
ceipts and deposits money turned in at 
the end of the day. It is an ingenious 
cutting and receipting machine mounted 
on a modern Mosler safe. When the sales 
clerk prepares her deposit, she wraps the 
eash and bills in a special currency wrap- 
per on which she writes an itemized 
statement of her cash receipts. She slips 
the wrapped currency into a slot in the 
depository which holds the wrapper up- 
right. One stroke on a lever cuts the top 
of the wrapper so that the bottom por- 
tion containing the currency drops into 
a canvas bag within the fire and burglary 
resistant depository and simultaneously 
embosses the store name on the receipt, 
cutting the embossing in half. Half the 
embossing remains attached to the eur- 
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A MAJOR OFFICE PROBLEM 
SOLVED 


The manager in an office employing 
eighty-one people was suddenly faced 
with the problem of providing space for 
thirty additional employees. No addi- 
tional floor space was available. 


With the use of CHART-PAK office 
layout materials and suggestions the 
problem was satisfactorily solved at a 
much iower cost in time and money than 
if the usual methods of laying out offices 
were used. 


CHART-PAK is a new method of pre- 
paring office layouts. We furnish you 
with the necessary templates, tapes, 
boards, and the accessories for applying 
them. You plan your office arrangement. 
Then you or your assistants can complete 
the layout quickly and neatly. 


Let us tell you how the above problem 
was solved and how CHART-PAK can 
help you, too. Write to 


CHART-PAK, INC. 


104-B1 Lincoin Ave., Stamford, Conn. 


“Originators of the CHART-PAK Method of 
making organization and graphic charts" 

















Gathering Racks 


One worker collates 3,500 sheets 
an hour — easily, quickly and 
cheaply. Worker stands or sits, 
collating without fatigue. For 
large gatherings, use two or 
more racks end to end. 

Evans Gathering Racks are guar- 
anteed to produce quicker and 
better results than any other 
collating aid on the market. 


Of all aluminum, racks collapse 
for setting aside when not in 
use. Each section holds 500 
sheets at inclined angle. 


poy is 18-Section TU Model, 
+ $25.00. 7 other Models from 
$11. 00 to $16.50. 


See your Dealer or Write: 
aVANS. SPECIALTY CO., INC. 


3 N. MUNFORD °S “ 
“RICHMOND 20, 





rency in the safe. The other half is on 
the sales clerk’s receipt, so it is pos- 
sible to check the authenticity of a 
receipt at a later date by matching the 
embossing of the severed edges. If a 
clerk tries to deposit only the receipt 
portion of the currency wrapper in the 
depository the machine will not emboss 
the receipt. 


PORTABLE FILE 


Cole Steel Equipment Co., 285 Madison 
Ave., New York 16, N. Y., makes a 
Portable File with a large combination 
lock. This item has proven to be one 
of the most popular new numbers in 
Cole’s line. Delivery is immediate. Im- 


portant records are doubly safeguarded 
as the heavy combination dial lock keeps 
records as safe as in a vault. No key is 
necessary. The Portable File may be 
used as a work organizer and a pull 
drawer letter file combined. Upper com- 
partment with lift cover for current 
records and visible data. This precision 
file is made of heavy gauge furniture 
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Now! The OZAMATIC — a Desk-Top Machine that 


MAKES DIRECT COPIES 
AT NEW LOW COST! 


No gelatins, inks or special masters. No typing, no writing. 








Makes a single copy in seconds—up to a thousand copies an hour. 


Here is the low-cost, high-quality, high- 
speed method for reproducing anything 
drawn, typed, printed or written—avail- 
able at last to any business of any size— 
the world’s most versatile copying process. 

Ozalid’s new Ozamatic produces clear, 
exact copies up to 16” wide, any length 
...in a wide choice of colors...on a 
variety of papers, cloths or foils. 

It delivers a first copy in seconds, 
clean, dry and instantly ready to use... 
up to 1,000 letter-size copies an hour... 
at about 144¢ per copy. 


SO SIMPLE ANYONE CAN OPERATE IT 


1. Feed in 2. One speedy, 3. Clean, dry 

translucent vo) i «Meiseless =, ig exact copies, 

originals “y im revolution emacs @ instantly 

No retyping fs No negatives i No proofreading 

No stencils : i No messy inks _— || | No poor carbons 

No plates Z or chemicals = No smudge 

No make-ready No darkroom No distortion 

No waiting 

Only opaque materials require Operation fully enclosed in Absolute accuracy, complete 
fast, inexpensive intermediate compact machine that fits on clarity, in every copy ...one 
process. top of desk. or thousands. 





Ozamatic Saves Money ...Eliminates double its cost, in waste time alone, in a single year. 


FOR DETAILS HOW OZAMATIC can help boost re 
production ... cut paperwork costs in your 

business . . . send for Ozalid’s FREE illus- 

trated literature. 


Cut Copying Costs...Use 


OZALID 


Johnson City, N. Y. 
A Division of General Aniline & Film Corp. 
‘From Research to Reality” 
Ozalid in Canada — Hughes Owens Co. Ltd., Montreal 
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Your Office NEEDS 
this “Miracle” 
Marking Pen 
for —- 


2K Addressing packages, 
cartons, crates, etc. 





*K Indexing file folders, 
filing cabinets 
> Marking transfer 
files, packages 
for storage, 

lockers 
* Making charts, 
maps, signs 
* Making 
advertising 
layouts, 


—_ 


. and there are scores of other uses in 
the modern office for the Flo-master 
FOUNTNBRUSH. This felt-tipped instrument 
operates like a fountain pen, utilizing 

@ special type of instant-drying ink. It 
produces lines from a hair's thickness 

to strokes a quarter-inch wide. 





Writes on ANY surface-metal, glass, 
cellophane, plastic, paper, cardboard, 
wood. And it’s economical, too-can be 
used eight hours a day for three weeks 
without re-filling. No more messing around 
with crayons, no more squinting to 

read typewritten labels. 


You'll never know how much you have 

d the Flo ter until you have used 
one. Order from your supplier or write to 
Cush &D Mfg. Co., 
153 West 23rd Street, New York II, N. Y. 








Le WUASEN 


FOUNTNBRUSH 





steel, equipped with progressive ball 
bearing suspensions, 4 swivel casters ad 
a spring compressor. Guide rod operates 
in a depressed groove for eyeleted guide 
operation. Equipped with lock and key 
for upper compartment. Two finishes are 
available, olive green and popular Cole , 


gray. List price of the 854Y letter size “If}) 


unit is $69.95. The 858Y legal size unit 
lists for $79.95. These files are also ob- 
tainable in grained walnut, mahogany or 
knotty pine finish for $9 additional. 


RECORD STORAGE BOOKLET 

Bankers Box Co., 720 8. Dearborn St., 
Chicago 5, DL, has published the 4th 
Revised Edition of the ‘‘Manual of 
Record Storage Practice’’ containing 
helpful suggestions on how long to keep 





specific records in inactive files, when 
to discard unnecessary records and the 
best procedures in record storage. The 
data was compiled from years of ex- 
perience and by studying the policies of 
many leading business firms. Free copies | 
of this new edition of ‘‘Manual of 
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Specialized service? You get it with 
UVARCO TABULATING FORMS 





YOU, AS A USER, KNOW the value of specialized service! 

Take a tab form you are working on right now. You understand the 
requirements... but you might want help with the layout and specifi- 
cations. You may wonder, too, about the printing. And... the cost! 

Put another way, Uarco offers help and advice in the planning, in 
the execution, and in the delivery of a tab form. If you want it, you 
get it. Not for just this job, but for any other. 

Besides qualified assistance, Uarco provides services from five 
plants to every business area—for all kinds and types of custom 
forms, imprinted forms... stock forms. Complete facilities. 

All this and over half a century of experience! 

And all you have to do, is call a Uarco representative. 


Have you received your copy 9 Uarco’ s free tabulating book? 
It contains actual ples of Uarco’s full line; shows fastening 
methods, designs, special constructions. Send for it, today! 


UARCO ,ieepernmeas 


UARCO INCORPORATED 
I tae) '110) '7-0ad?, Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois, 





Please send my copy of “UARCO CONTROL PUNCHED FORMS 
FOR © TABULATING”. 
Business Forms 








Name........ PPTETITITICT TTL eT ILI RTT ITT Tere 
Factories: Chicago; Clevéland; ; 
Oakland; Deep River, Con- Cecccccccce voceccccces eeecccsce cesesese 
necticut; Watseka, Illinois— 
Sales Representatives in all Sees eeeeeeee ceeeeeeseseeese 
principal cities. 





POH HHHEHHHHHEEHHEHEHEHORESE EE EEEEEE 
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“Rush” is the production plea today. 
Government prodding industry, contractor prodding subcontractor. Specifications 
change daily...materials lag...bog down production that must go through on time! 
Here’s the spot for teamwork between your telephone and Tycoon.* With Tycoon 
you can record verbal instructions . .. make sure they’re right ... get a running 
start on production. That little green disc never forgets 
...is your protection, your proof, your permanent legal 
record of who said what and why. 

Outstanding features like “Quick Review” micro- 
phone, disc-on-disc recording, discopying, on-the-dise 
indexing and lightest weight for portability ...to name 
a few ... make Tycoon the world’s most functional dic- 
tating equipment. 

Get Tycoon today; get rolling faster tomorrow with 
the “secretary” that lets you “rush but get it right.” 
Write for details. 


Tycoon won Fashion Academy 
Gold Medal for ‘‘Excellence 
of Design’ and ‘Electrical 
Manufacturing’’ Award for 
“‘Outstanding Engineering.”’ 


JOUND/CRIBER 


First All Electronic Dictating System @ First Disc Dictating Equipment 


230 Sales and Service Centers Coast to Coast , 0-11 
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Record Storage Practice’’ are available 
to business firms by writing above ad- 
dress. 


TIME RECORDER 


Ajax Time Stamp Co., 368 Broadway, 
New York 13, N.Y., makes this accurate 
time recording machine which assures a 
permanent and positive time record on 


all papers, such as incoming mail, in- 
voices, bills, legal documents, ete. Avail- 
able in two models either spring wind 
or electric, this time reeorder has direct 


plunger imprinting action which guar- 
antees perfect impressions at all times 
with little effort. The time unit is sep- 
arated from the stamping unit by a 
specially designed universal joint to elim- 
inate shock from imprinting action. The 
Ajax Time Recorder can be equipped 
with a changeable word cylinder assem- 
bly affording six different imprints such 
as: received, answered, paid, delivered, 
deposited, etc. The desired word can be 
psinted by simply turning the visual 
indicator. Ajax Time Stamp Co. have 
just issued a new catalog which is avail- 
able upon request. 


COLLECTION SYSTEM 


H. K. Simon Co., 59 Park Ave., New 
York 16, N. Y., publish the Peerless 
Collection System, that can be operated 
by any office employee. There is no limit 
to the number of accounts it will service. 
Priced at $9.95, the Peerless Collection 
System can pay for itself on the first 








Impartial ‘ical Tests* Prove 
Apsco gives you 2'h 
times as many points! 


Exh 4h 





tests by independent laboratories* prove that 
Apsco pencil sharpeners are your best buy. And here's why: 
* Apsco sharpens 2’ times as many points! 

* Apsco sharpens more points per pencil! 

* Apsco sharpens o perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 


Apsco gives you all these plus advantages at no extra cost! 


*United States Testing Co., Test Nos. 89388 and E-756; 
** Pittsburgh Testing Laboratory, File No. 32999.1 
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Compare the points!** 
Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


New Dexter No. 3! c 

Ruggedly constructed for long life. yy Vane 

Has double bearing steel frame sup- % 

porting cutter head at both ends, 

Centering turret for all sizes of wood 

case pencils, crayons. Mounts in any 

position. 

Buy on performance 

Your pencil sharpener dollars buy 
MORE when you specify APsco. 
There's an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing Apsco line. 


(1 COSTS LESS... 70 BilY THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. Dept.v 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, II!., and Toronto, Canada) 

Please send literature and name of nearest Apsco dealer. 


Name Title. 





Company 
Address. Zone. 














TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


U.S. Patent No. 2,522,111 


EVERY T¥PIST NEEDS IT! 


Here's the amazing new patented erasing 
shield that everyone's talking about! Long 
handle and unique twin design make it clean 
and easy to use. No more smudging of 
copies. Excellent for Snap Apart Forms. 


1 Allen-Quik Twin Erasing Shield. $1.00 
6 Allen-Quik Twin Erasing Shields $4.50 
12 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF 
ALLEN’S INDICATOR TYPEWRITER CARBON PAPER 
STATIONERS & DEALERS: Get on the band- 


wagon with this terrific *'door-opener’'. Liberal 
discounts. 


ALLEN & COMPANY 


Manufacturers of Carbon Papers—Inked Ribbons— 
Laboratory Controlled. The home of ‘‘Alco”’ products. 


11-15 Vandewater Street, New York 38, N, Y. 
SSSSSCSSSSSSSSSSSSSESEESEESEESEESEHeBeeeee 
ALLEN & CO. Dept. 7A 11-15 Vandewater St., N.Y. 38 
Enclosed find $ for Allen-Quik Twin 
Erasing Shields, postpaid with FREE SAMPLES of 
INDICATOR CARBON 

size: 8% x110 8% x130 


Our dealer’s name 
and address 


128 





collection. Results are guaranteed on 
a moneyback basis. A brochure of 
Special Situations, showing how to clean 
up receivables outstanding at year-end 
(or fiscal year-end), how to handle ac- 
counts for small amounts, how to collect 
from debtors who are also personal 
friends, how to get long-overdue accounts 
to start sending partial payments, and 
answering 12 other particular collection 
problems, is included. Complete details 
will be forwarded on request. 


COIN CHANGER 

Metal Products Engineering, Inc., 4000 
Long Beach Ave., Los Angeles 11, Calif., 
have announced a special base which may 
be purchased as an accessory to convert 
any M. P. Jr. Coin Changer to roll-out 
operation. The changer is merely placed 
on top of the base and its feet fit snugly 
into recesses provided. No attachments 


are used. Coins are released in the regu- 
lar manner and roll out into the coin 
cup situated on the left hand side near 
the back of the base. The cup has slanted 
edges to insure easy coin removal. All 
old or new M. P. Jr. changers fit the 
base and it features the same unbreak- 
able aluminum construction and gray 
hammertone finish, standard with the 
M. P. Jr. The new base was primarily 
designed to fulfill the requirements of 
theatres, restaurants and ticket offices 
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DON’T GIVE 
THIS BOOK | 
OFFICE ROOM 











Save time and money. Streamline your bookkeeping methods with 
Todd Blue Streak Vouchers and get rid of your Accounts Payable 
Ledger for good. 

Todd Blue Streak Vouchers do away with needless historical book- 
keeping and cut ledger postings down to zero. There’s no need to 
write separate check stubs, check registers and receipts. Envelope 


addressing is out. Even if you process hundreds of checks daily, cash 
book and purchase journal postings can be reduced to one a day, and 
you still have positive control. 

Todd Blue Streak Voucher Checks are made on Protod-Greenbac 
paper that defeats counterfeiting and alteration. Insurance guaran- 
tees this protection. 

Get the whole story on what Blue Streak Vouchers can do for your 
business and your accounting department. Mail the coupon today. 


THE TODD COMPANY, Inc., Dept. O, Rochester 3, N. Y. 


Please give me full information about Todd Blue Streak 
Vouchers. No obligation on my part. 


Firm 





Address 








Zone 


ROCHESTER NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD 
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FAST & 
AUTOMAT! 


C 


ELECTRIC 
STAPLING 


Staples automatically ... 
instantaneously ...as fast as you 
insert the work. No time lag. No 
motor, no hand or foot controls. 


Standard staples . . . Reload from the front 
without removing a single part. 


Portable . . . weighs only 12!/2 pounds. 


Write for illustrated bulletin and specifica- 
tions. 


STAPLEX CO. ©@ 72-76 Jay St., Brooklyn I, N. Y. 


Do as thousands are doing... 
“fasten it the modern 


=Sfaplex . 





for a relatively low cost roll-out changer. | 
However, it is also expected to have a {| 
wide application in banks, savings and 
loan offices and other financial institu- ,| 
tions where extra roll-out speed is im- - | 
portant and handling of coins is not ,; 
desired. 


PLASTIC BINDING 


Tauber Plastics, Inc., 202 Hudson St., 
New York 13, N. Y., manufacturers of © 
the Tauber Midget Punch Kit announces 
that 3/16” inside diameter Tauber-Tube 
plastic binding ring is now included in 
Tauber Midget Punch Kits. Although 
the Tauber-Tube is available from sizes 
3/16” to 1” inside diameter, all fit the 
same Tauber-Tube holes made by the 
$9.90 Midget Punch Kit. The 3/16” size 
Tauber-Tube is the quickest to insert; 
over 500 can be inserted hourly if neces- 
sary. It is especially useful in binding 


























books, presentations, typewritten reports, 
or photographs. The kit also comes 
equipped with larger Tauber-Tubes for 
the plastic binding of heavier bulking 
material. The 3/16” Tauber-Tube re- 
quires no locking, while keeping a re- 
port permanently bound in the eye- 
catching colors of red, white or blue. 
Insertion requires only seconds. The out- 
side lip of the Tauber-Tube is merely 
placed against the binding edge and a 
twirl of the ring inserts it in the hole. 
All Tauber Bindings permit the pages 
to lie flat, turn easily, with no bulking 
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LOOK, NOW MY FILES COME TO ME! 


I have 40,000 big 8 x 5 record cards in my new Rotor-File . . . all at my finger tips. I can 
give my boss the information he wants the moment he wants it . . . without moving ftom 
my desk or chair. 

These same cards used to fill over a dozen file drawers. I had to walk back and forth from 
the files all day, stooping down to read the drawer labels, dragging out drawer after drawer. 


Now, I rotate this Rotor-File of mine and the records come to me — instantly. My job 
is done easier because it takes less effort . . . better because I have time to think about 


The Wassell Methods Engineer told | WASSELL ORGANIZATION, INC. | 

in a ROTOR-FILE . . . anything WESTPORT 2, CONNECTICUT 

from cycle-billing records to corres- I would like literature on ROTOR- 

pondence. He even has models for . «+. without obligation i 

tabulating cards and addressing plates. | 
| 
i 


If you, too, want to save time in 


filing, reference, and posting, send Please attach to, ‘ : business leteerhead 
this coupon to Wassell today. Became eaesalencsiosl dle: Pie ceases 


FOUR WASSELL EXCLUSIVES 
+ aeetenoe. , 





PRODUC-TROL INSTALVELOPE de} 80) 018 3 SIGNALOK 


‘fol al adclalkticlai Gelatice) r Improved for | e NYohalate for Positive 


Tae) ne me rayment Sl elelas Saving aiitate| Record Analysi 





Today’s Keen-Minded 
Business People Prefer 
the 


LIGHT TOUCH LEAD 


ER UN ee 


“Mongol Pencils are the finest I 
have ever used. For smoothness and 
strength they excel all others” 


...8ays Sophie F. McChain, 
Secretary, Hammond, La. 


“Effortless writing Mongols is what 

I call them, they’re so smooth” 
...8tates Payroll Supervisor 

Norman W. Schroeder, Ypsilanti, Mich. 


What’s their preference after writing 
all day? MONGOL Pencils! For smooth- 
ness...strength...longer wear—specify 
world-famous Mongols! 

Amazing 


LIGHT TOUCH LEAD 


...exclusive with 


by EBERHARD FABER 


TRADE MARKS REG. Y.S. PAT. OFF. 





at the backbone of the book. With the 
availability of the smaller size Tauber- 
Tube, 2 to 16 page reports and specifica- 
tion sheets can become the efficient, 
colorful plastic bound presentations that 
was only formerly possible with large 
books. All necessary equipment to bind 
books from 3/16” to 1” inside diameter 
are in the Tauber Midget Punch Kit 
which contains the Tauber-Tube Punch 
and over 150 Tauber-Tubes. at $9.90 
F.0O.B. New York. Kit is available on 
2-week free trial. 


TYPEWRITER SUPPORT 


Royal Typewriter Co., 2 Park Ave., 
New York 16, N. Y., announces the 
Roytype Pedestaleg adjustable  type- 
writer platform support. Typewriter plat- 


forms are strengthened and extraneous 
noises and vibrations eliminated. The 
Pedestaleg has a special locking and 
releasing device which makes it possible 
to set it up or release it under a type- 
writer platform in a simple one step 
operation. It extends from 15” to 2744” 
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and has sure-grip rubber ends that hold 
the platform level and steady under all 
typing conditions. 


MASTER-TYPING RIBBON 


International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
has developed an acetate carbon ribbon 
especially for the preparation of masters 
for photographic and paper plate repro- 
duction. This all-plastie ribbon permits 
maximum carbon deposit to produce ideal 





type impressions for clear reproduction. 
It is available with two weights of car- 
bon coating. Other new products include 
two nylon ribbons and a non-curl, non 
smudge carbon paper with its back 
treated to prevent slippage. Two diagon- 
ally opposite corner, cuts and the extra 
length of the carbon paper provide for 
easy removal. Because nylon can be 
quality controlled. more easily than 
natural fibers, the nylon ribbons offer the 
advantage of greater uniformity of 
thread diameter, minimizing flaws in 











I still say the best office forms 
are on WESTON BOND! 


It’s true! Well informed 
buyers know that Byron Weston 
Company makes the finest papers 
for business forms and corre, 
spondence. They know, too, that 
WESTON BOND, a rag content 


paper, is low in cost. No matter 
how you figure it, WESTON 
BOND is your best choice for 
letterheads and forms. Made by 
Byron Weston Company, Dalton, 
Mass. Write for sample book. — 





Reduce 


Absenteeism 
this 
WINTER 


Columbia 
GLYCO-MASTER 


VAPORIZING 
GLYCO-CIDE (90% trietHyuene ciycot 


Employees being away from the office 
due to colds is costly . . . cut this cost by 
installing a Columbia Glyco-Master dis- 
pensing Glyco-Cide. It has proven 90% 
effective against airborne viruses and 
germs such as colds, flu, pneumonia and 
strep. 


The Glyco-Master is modern and smart 
in design; and with its accurately cali- 
brated controls it quietly and efficiently 
vaporizes the Glyco-Cide to effectively con- 
trol upper respiratory infections. 


Columbia Glyco- 
Masters are avail- 
able in a complete 
range of sizes — 
treating from ap- 
proximately 15,000 
to 1,500,000 cu. ft. 
of air per hour. Air 
cond itioning 
models for instal- 
lation in present 
ventilating systems 
are also available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Chicago 11, Ill. 


"“Columbia—The Gem Of The Glycol 
Vaporizers" 








weaving and heavy threads and splices 
that may be found in cotton ribbons. 
Thread count of 300 to an inch con- 
tributes to their high quality and dura- 
bility. The two types of nylon are 
Superior Write and Superior Life and 
the edges of both are heat-sealed to pre- 
vent unraveling or fraying, available 
with light, medium or intense inking. 


TAPE RECORDER 

Pentron Corp., 221 E. Cullerton St., 
Chicago 16, Ill., announces the Duo-Speed 
Portable Tape Recorder, completely re- 
styled by Painter, Teague & Petertil. It 
now offers beauty and performance in 
one self-contained portable unit weigh- 
ing 27 lbs. with all accessories. Price 
complete with accessories is $179.50. 
Duo-Speed’s automatic features and high 
fidelity are similar to recorders costing 


more. It offers push-button speed change 
for either 3%” or 7144", super-speed re- 
wind and forward speeds, automatic 
amplifier equalization in either speed, 
2 hours continuous performance on 7” 
reel at 334” per second, push-button edit- 
ing key to permit correction of record- 
ings on any section of the tape while 
playing, magic eye recording indicator, 
interlock switch to prevent accidental 
erasure and tape spillage, exclusive Pen- 
tron record and erase heads to prevent 
tone distortion, Pentron crystal micro- 
phone; jacks for microphone, radio or 
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TV, auxiliary speaker and amplifier. ' 
Available with dual track or single track ( | id d. 
heads for broadcast use. ae eC G 


PAPER TOWELS As», », abalNst you 
West Disinfecting Co., 4216 West St., ; 

Long Island City 1, N. Y., make Westroll ‘PB sECAUSE YoU 

Paper Towels and Dispensers which have HAVE DESTROYED 

saved towel users up to 50%, according IMPORTANT 

to tests made under actual operating RECORDS...1T COULD 

conditions in industrial and institutional —’ HAPPEN! 

installations. Tests have shown that the 

average person uses only 17” of Westroll 

Towels against 22” or more of interfold 


























copmemonmenemnesermomee eae 


STORAGE BOXES 





e Keep inactive records safe, } 
clean, and accessible the 

- low-cost LIBERTY way. Over 
90,000 firms are using LIBERTY 
BOXES. 25 stock sizes for 
every popular form. 


FREE BOOKLET! 


. Tells you how long to keep 
specific records. 


» 2. Shows the best procedures 
in record storage. 


























MAIL THIS COUPON TODAY 


Please send me a free copy of your 
"Manual of Record Storage Practice." 





eet 


and other types of toweling, resulting in 
savings of at least 3314%. Economy of 
use, in some cases as high as 50%, is 
attributed in part to the design of the 
dispensing unit which incorporates a 
stainless steel crank enabling the user 
to wind out only the amount of toweling 
needed. This cabinet, of stainless steel 
construction with a glossy backed-enamel 
surface for easy maintenance, is avail- 
able in three models to meet specific re- 
quirements depending on the traffic in 








BANKERS BOX COMPANY 
Established 1918 
720 S$. Dearborn Street, Chicago 5, Ill. 
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“The machine to count on” 
% Adds 
% Subtracts 
% Multiplies 
% Credit Balance 


Remarkable Engineering 
Innovations: 

Dual purpose operating keys. 
Non-add and electric correction keys. 
No idle strokes. 
Rubber cushioned mechanism. 
Fast unidirectional main shaft for 
long life, speedy and quiet operation. 
Quick and easy repairs through 
simplified assembly in sections. 


Rubber roller feet permit moving 
without lifting. 
Compare 
Prices and Performance 
DEALERSHIPS AVAILABLE 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 








any particular washroom. By reducing 
indiscriminate use of towels, costly 
waste is held to a minimum with less 
litter in washrooms, reducing janitorial 
service requirements. Westroll towels 
are packed 16 rolls to the case, providing 
the equivalent of approximately 10,000 
single sheet dryings. Supplies of West- 
roll toweling are plentiful despite the 
general shortage of many paper products. 


ROUND RUBBER BANDS 


Alliance Rubber Co., Alliance, Ohio, 
makes round, stronger rubber bands 
called Open-Ring Bands, which are easier 
to pick up than the oblong style. The 
easy pick up and application is con- 
sidered an advance in time and motion 
savings wherever rubber bands are used. 


Actually, staggering amounts of rubber 
bands are hand applied in every phase 
of business, industry and agriculture. 
For example; one pound of No. 14, a 
popular 2” size, contains more than 3800 
bands. A stronger all-around band also 
results from the new round process. The 
recent government easement of crude 
allows highly elastic bands to be pro- 
duced again. With all standard sizes 
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now in production, Alliance plans no in- 


crease in prices over the- existing oblong 


type. Count per pound remains the same 
and they will be referred to as stationers 
bands although the versatility of the 
new Open-Ring makes their use ideal for 
all banding operations. 


STENCIL DUPLICATOR 

Rex-Rotary Distributing Corp.; 19 
West 31st St., New York 1, N. Y., an- 
nounces the release from limited fran- 
chise of the twin-cylinder Rex-Rotary 
Model M-2 Stencil Duplicator to dealers 
in most states at regular discounts, This 
is a low priced double-drum machine 
which folds compactly when not in use 
and has no loose parts. Paper tray and 
receiving tray are attached and provide 


dusttight covers when folded’. Duplicator 
is always ready for use, is simple to ink 
with paste ink and has no felt pad. Pa- 
per tray accommodates 250 sheets. Im- 
pression roller releases itself if a sheet 
does not pass through the machine and 
prevents soiling of stencil and paper. 
Position of printing is easily adjusted 
while machine is operating. The 4-figure 
counter may be reset to zero and counts 
exact number of copies produced, not 
revolutions of the handle. Ink roller is 
easy to remove and replace for color 
changes. The closed machine occupies 
the space of a typewriter; fully guaran- 
teed. 


VISUAL AID SYSTEMS 


Magnetic Merchandising, Inc., 40 East 
32nd St., New York 16, N. Y., makes 
visual aid systems for training and also 
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TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 


CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD \}@ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
_ RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


PN al eu, 

“m <; 
Codo-assures You ry a 
™m 
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INCREASED VALUE ° 

















| Sadia | MFG. CORP. 


Factory: Corcopolis, Pa, 


© mmeanemnante rE 


564 W. Monroe St 
Chicago 6, iil 


401 Wood St 
Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, W_Y 


Ea RRR SRR eS apa ree 9 Siti = 








COPYREX 


DUPLICATOR 


The Smallest Rotary Liquid Duplicator 
Takes smallest stock up to legal size. Precision 


prints in one or many colors at one time, on all 
paper from airmail to carton weights. A 
seller at only 


fast 


Write for dealer discounts today! 


RerRotary 


DISTRIBUTING CORP. 


19 West 31st St.. New York 1, N. Y. 
elephone: Wisconsin 7-4927-9 





ACTIVE OFFICE MACHINES 
_ ARE SAFER —_— - WITH — 
‘ a | 








Tusco Stands provide a combination of strength, 
stability, operator comfort and beavty avail- 
able in no other office machine stand. Equipped 
with an adjustable ball foot the TUSCO Stand 
provides solid support for the heaviest, mos? 
active machines on the most uneven floors. 








TUBULAR SPECIALTY MFG. CO 


1940 Stanley Ave Detroit 8, Mich 


ESTABLISHED 1921 


for production, sales, inventory, order 
and other scheduling. Illustrated liter- 
ature showing the use and applications 
of these products, with prices, can be 
had from above address. 


CASH BOX 


Hamilton Metal Products Co., 855 Ave. 
of the Americas, New York 1, N. Y., 
makes the Hamilton Cash and Bond Box 
of heavy grade furniture steel with re- 
movable cash tray and adjustable parti- 
tions, Designed with sturdy drawn seam- 


less cover and smoothly rounded corners, 
strong lock and key, finger-grip handle 
and name-plate holder. The box is fin- 
ished in metallic gray and measures 11” 
long, 744” wide and 4%” high. Boxes 
are also available without tray; packed 
6 to a carton. Illustrated literature and 
prices from above address. 


HEAVY-DUTY RIBBON 


Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., makes, for use on 
accounting machines, billing machines 
and electric typewriters with unusually 
hard platens, Heavy Duty Nylex ribbons. 





An improved ink formula produces a 
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on 
eas A 5% inches 


It collates a set of pages 
ony 5 seconds under the usual work 
conditions . . . In a space 15!/." 
square on any desk or table top. And 
it is portable. 

Like the larger floor type Thomas Collators 
it provides a constant visible check on the 
accuracy of the work. 
The coupon below will bring you specifica- 
tions and full information on this new Table- 
Top Thomas Collator. 


THOMAS COLLATORS, 30 Church St., N. Y. 7 
onthe nee TABLETOP’ Themes, ao : U), om as ra o | | a € or i 
' 


Company . development 
1 specialists in paper gathering 








SMOOTH BEAUTIES! 


Everyone in your office will appreciate 
Weldon Roberts beauties in erasers that 
“have everything”: uniform beauty, con- 
vincing smoothness, precision perform- 
ance. All of these tangible advantages 
save time and tempers; eliminate “messy” 
erasing and the need of rewriting an en- 
tire piece of work. 


There are Weldon Roberts Erasers in styles, 2020 MASTER PINK. Medium sized : 
soft pink super-quality eraser ce 
sizes and textures for your particular require- handy elliptical p omaig Ideal 
| work and cleaning; for 
drawing and for gen- 
eral use. 


ments. Ask your dealer. penc 


Weldon Roberts Rubber Co. © Newark 7, N. J. 
America's Foremost Eraser Specialists 




















A GENTLE SQUEEZE... 
AND IT FLOWS WITH EASE 











AN EXCELLENT 
NEW INK IN A 
STRIKING NEW 


DRI-RITE BLACK 


DUPLICATING 
... it’s another 
new product by 


Canode 


THE FINEST 
RESULTS ARE 
OBTAINABLE 
WITH DRI-RITE 
BLACK INK. 

1. No slip sheet- 
ing on any 
mimeo bond. 

2. No slip sheet- 
ing on some rag 
stock, 

3. Extra black 
copy. 

4. Laboratory 
controlled, 

5. Does not de- 
stroy any sten- 
cils. 

6. No clogging 
in the pad. 

7. For open or 
closed drums. 

8 Will not hard- 
en in the cylin- 
der. 

9. Climate proof. 
10. Canode Dri- 
Rite Duplicating 
Ink quaranteed 
as above. 


140 


Package ! 




















The advantages of this & 
oz, Squeeze-it plastic 
bottle are many. 


Almost every drop of ink 
can be removed in a flash. 
This is not possible with 
other type containers, 


Shipping weight is less, 
and of course the Squeeze- 
It bottle can not be 
broken or dented. 


The Squeeze-it bottle is 
translucent makin a 
beautiful display of col- 
ored inks and also blacks, 


The Squeeze-it bottle is 
available with 4 Canode 
products: Rapid Dry Red, 
Blue and Green, and the 
new Dri-Rite Black. 


Conode 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted St¢., 
Chicago 22, Ill. 











darker colortone than was previously 
possible, while the Nylex fabric has been 
developed specifically for applications 
requiring maximum fabric wear without 
the sacrifice of superior writing quality. 
Colors of the Heavy Duty Nylex ribbons 
are black or black and red. Available in 
12 yd. lengths of 44” width and 14 yd. 
lengths of 9/16” width. Proved by pre- 
liminary field testing, they can with. 
stand continuous hammer blow punish- 
ment to contribute clear and accurate 
multiple copy production. 


TYPE BAR BENDER 


Wilhelm Dreusicke & Co., Friedrichstr. 
210, Berlin SW 68, U. S. Sector, Ger- 
many, offer the Union Type Bar Bending 


Apparatus for use on all popular makes 
of typewriters, standard and portable. 
The type bar is placed on a revolving 
disk and can be fixed in correct position 
by a number of holes. A small revolving 
disk in the center serves to place type 
bar accurately. Scale is divided from 0° 





EagBenton Coal Coffl 


7 aes mam 
ry ¥ 
yA ~ 


Unbreakable spring Jaws 

clamp them firmly to cards but 

peg removal or rearrangement. 
arge openings covered by trans- 
rent pyroxylin, white, blue, green, yellow, pink, or red. 
nsertable labels in perforated strips for typing. 

K. Save, 1 in. wide and 2 in ‘ops straight or bent 


2 Sizes, 1 in. wide and 2 in. Tops straight or bent 
postpaid to responsible firms on 30 days’ trial. Price 


list free. 

Samples (5 or less) 2 cents each. 
50,500 used by Shapleigh Hdwe. Co., St. Louis 
CHAS. C. SMITH, Mfr., Box 732, EXETER, NEB. 
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to 70° on each side. It is possible to ac- 
curately bend sets of type bars in any 
quantity. Operation is simple. Literature 
from above address. 


DICTATING EQUIPMENT - 


Thomas A. Edison, Inc., West Orange, 
N. J., offer a 12-page, two-color booklet 
entitled ‘‘Distinctly Yours’’ which 
describes the advantages and features 
of the Disc Edison Voicewriter. The 
booklet describes Edison Hi-Definition 
recording, the advantages of double 
length indexing and numerous other 
features of the equipment. Large illus- 
trations of both executive and secre- 
tarial models point out features of 
Edison equipment, 


WINDOW DISPLAY MANUAL 


Asco International, Ltd., 170 West 
233rd St., New York 63, N: Y., offer 
dealers an 18-page window display 
manual housed in an attractive hard- 
board book cover. Every buyer is 


IT PAYS... 

to MODERNIZE your 
BURROUGHS 78's & 72’s 
with VON’S SIDE PANELS! 


WE NEED: 

NATIONALS, CLASS 2000 & 

3000 MACHINES——-LATE MODELS. 

FRIDEN, MARCHANT & MONROE 
LAS AND MA7 


VON SOOSTEN & CO. 
804 PINE ST., ST. LOUIS 1, MO. 














ZVOUCHER 
We not 


f 
|e 
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Heed 
1-TIME CARBON FORMS 
“Yesterday? 


EXCEPTIONALLY 
FAST DELIVERIES 


We deliver 1-TIME CARBON 
FORMS promptly— while 
others may ask you to wait! 
Over 30 years of know-how— 
complete modern plant— 
extensive stocks—competi- 
tive prices. Get Hygrade 
forms “Yesterday”! Call us” 
now and let us prove it. 


EVERY TYPE OF PRINTING 
FOR OFFICE AND FACTORY: 


1-TIME CARBON FORMS 
COMMERCIAL FORMS 
MANIFOLD BOOKS 


BOOKKEEPING MACHINE 
FORMS 








j PAPER* ENVELOPES 
SELL... but SERVE 04 well f 


. PRINTING £ STATIONERY CO. INC... | 


121 VARICK STREET, NEW YORK 13, N. 
Algonquin 5-4530-1-2-3-4 


3 PHON PROBLEMS 


SOLVED ——7 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 























at heart a ‘‘sidewalk superintendent’’ 
and the impulse to buy is induced by 
seeing the product in the window. The 
manual gives both technical and prac- 
tical applications of the displays of: the 
items of the Moldmaster line and is a 


service to the trade, both from an ad- 
vertising, mechanical and a window 
dressing feature. This manual is tied in 
with a set of 8 easels illustrating the 
Moldmaster line. The manual and set of 
easels are free upon the trade’s request. 


Mail Routing Guide 


(Continued from page 60) 


on the part of the addressee or action 
mail, and communication requiring no 
immediate effort or information mail. 
Letters containing facts, opinion, gov- 
ernment and legal policy necessary for 
guidance in the continued success of 
the enterprise, are of a policy nature. 
Action mail usually requires the ad- 
dressee to do something—pay a bill, 
stop a shipment, pick up material, give 
some information, ete. Information 
mail may offer services or material for 
sale or state facts or opinion which 
may be the basis of some voluntary 
effort in the future but does not require 
mandatory action. Delineation of types 
of mail is important for the rapid and 
successful processing of correspondence 
requiring effort on the part of the ad- 
dressee. The major purpose of the Mail 
Routing Guide is the delivery of all non- 
policy action mail to the actionee first, 
regardless of the importance and posi- 





HAVING FOLDING PROBLEMS? 


The BANCROFT Junior Folding Machine 
is = times 


- Easy to 
- information see 
| ber issue “the Office."* ceiee Exclusive Cosains open 


in some territorie 


11 Park Place, Room 216, New York 7, N. Y. 


HERE IS THE ANSWER: 


faster than handfolding 
motorized. Portable and silent. 
DIFFERENT STYLES OF FOLDING 
ust ay in a set dials. 
wilee © "New Products 


Write today for information: 
Exclusive Distributors for the U.S.A 
IMEX SALES ORGANIZATION 














Large, easy-to-read dial shows 
exact postage for air mail, first 
class, and merchandise by zones. 
Capacity of scale is 2 Ibs. by 1 
ounce, Overall size, 514” x 
64” x 214", platform, 2” x 











3”. Beautiful Lustron plastic 
body and new type super 
sensitive mechanism. 
Order from your office supply dealer. 
larger capacity models available. 


HANSON SCALE CO. es. 1888 Chicage 22, ill, & 
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FOX PERMA 
CHAIR MATS 
Are REVERSIBLE 


Beveled Edges—Black, 
Brown, Green, Maroon, Grey 


$goo 
> — 
54” to “on 


GEO. E. FOX & CO. 


SAMPLE ROOM, OFFICES AND FACTORY 
1051 N. Throop St.,Chicago 22, Illinois 




















TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


- og | 


nine all 


REGALRITE BRAND 
RIBBONS AND CARBONS 
oe 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


% 
REGAL TYPEWRITER COMPANY, INC 


200 HUDSON ST NEW YORK 13, NY 
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Dorson Jr. 
Clock-Movement 


Time Stamp 


Hand Set 
Style H 


Key Set 
Style K 


A handsome clock with etched black and 
silver dial . . . 40 hour jeweled-balence — 
movement . . . plate-glass crystal. 
Dates easily changed by a simple turn 
of a wheel. 

Patented Spring Base keeps the rubber 
printing surface off the ink pad when 
the stamp is not being used. 


THREE QUARTERS OF A CENTURY’S SERVICE 


WM A FORCE 
& 


COMPANY, INCORPORATED 


Tr E YEW RK | Y ‘ ‘ 
——TYPEWRITERS—— 
ALL MAKES — MODELS Fy 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adding 


and subtracting machine that retails for $12.95 
and pays you up to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 





























Safeguard’s Lowston D-R-T 


Keeps Typewriter type 
clean and as shiny as silver 
= sotilonn — No Soiled 
ye rs—Economical — Long 


RITCHIE CUSHION 


For All Business 
Machines 
Prevents sliding, noise, vi- 
bration resulting in reduced 
office we _ increased 
* office effic 
In aad a info. write 
Underwood Limited, 
Toronto | 











eS oe repo H CHECKWRITER YOUR ASSURANCE 
PLETE BANK ACCOUNT PROTECTION 


SAFEGUARD. CORP. 


Overseas aaa bicineter: 
Safeguard International 
3312 Lancaster Ave., Philadelphia, Pa. 


INTRODUCING 


The ne 
VOICE 
MASTER 
DICTATING 
TEIUT: 


'CORRECT-O-MATIC”’ on the spot 


correction 


Reusable Magnetic Discs—up to 
1000 times 


“IND-X-MATIC” on the disc 


marking 


Truly portable—10 Ibs 
Easy-to-use—Moderate cost 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET »« NEW YORK 4, _N. Y. 
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tion of the actionee’s superior. Large 
and diversified companies may subdivide 
policy mail into various levels of im- 
portance as another means of ridding 
key personnel’s handling of voluminous 
paperwork. 

The initial step in the preparation 
of the guide is to circulate a question- 
naire to all officers and key personnel. 
Completion of the questionnaire re- 
quires recipients to reduce to writing 
all subject matter they are responsible 
for taking action when required and 
subject matter they deem necessary for 
guidance. Distribution of the question- 


, naire is dependent on how far down 


management intends to route mail di- 
rect. Some may route direct only to 
branch heads, others may wish to delve 
further into the organization. This is 
» dependent upon the needs of the busi- 
ness and directly related to its size. 

Completion of the questionnaires will 
be comparatively simple only for those 
organizations which have properly es- 
tablished clear divisional lines of au- 
thority. Where there is overlapping in 
authority and other blurred lines of or- 
ganization, executives answering the re- 
quest will discover areas of uncertainty. 
’ Personnel new to positions will, of 
course, require assistance. 
these matters to light during the initial 
phase of the study is a healthy thing. 
While the existence of these shorteom- 
ings may not be noticeably hampering 
management in its immediate operation, 
continuation can develop harmful effects 
and present expensive adjustments. 

Upon the return of the completed 
questionnaires, the person or persons 
conducting the survey should compare 
them with the functional organization 
chart and manuals when available. 
When such guides are not present or 
are obsolete, the study is an excellent 
occasion to prepare them or bring them 
up-to-date. Comparison of completed 
questionnaires with authority contained 
in organization charts and manuals may 
reveal the following deficiencies: 

(a) Departments or positions claim- 
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Bringing. 





Newberry 
801 S0. 201H ‘ 


Ame 


Dependable AU 


TREET -BI 


DUPLICATOR 


AUTOCOPY, 


466 WEST SUPERIOR 
18 WEST 18 STREET 


@ BookKEEPING 
@ CALCULATING 


321 BROADWAY 


vo 


CHICAGO 10 


Engraving Co. 


Cc A 
RMINGHAM § ALABAMA 


TOCOPY 
PRODUCTS 


INCORPORATED 


HLLINOTES 
NEW YORK 11 


Bn : tepaired of re- © 
“conditioned. Write for — 
current prices, = 
NEW YORK? &¥ g 
4-1240° cable: Hodgmach ~ 


Are You Still Typing the Hard Way ? 


Users of the New 


COPY RIGHT 
53: Park Place 
Agent 


Canadian 


Dept 


NDE 


Copy RIGHT 


produce more 
better typing 
comfortably. Pays 
for itself quickly 

Ask dealer 
to demonstrate the 
Copy RIGHT Copy- 
holder or write 
for details 


your 


us 


MFG. CORPORATION 


1) New York 7, N. Y 


S WY ») B}°) Ltd 








The easy adaptability of the Indiana to every 
type of small business is one of the reasons 
why dealers have found it to be a good sales 
item. 
Prospective users quickly visualize the ease 
with which records are kept. Every transaction 
recorded as it occurs. A complete, confi- 
dential sales record by departments or com- 
modities and a full cash record is available 
every day, any time. 
Look into the sales possibilities of the Indiana. 
Use the coupon above or write. 

CASH 


WEIN onseres' co. 


SHELBYVILLE, INDIANA 





ing subject matter not within their 
jurisdiction. 

(b) Two or more departments or 
positions claiming the same subject 
matter. 

(c) Departments or persons not 
claiming subject matter within their 
jurisdication. 

The first imperfection is _ usually 
found in the department or position 
where the incumbent is known as an 
“empire builder.” He may have ab- 
sorbed the function of some weaker 
department or position, or added an 
unnecessary function. Doing unneces- 
sary work is sheer waste of money and 
effort. Taking on some other position’s 
function may lead to lowered morale — 
and productivity. 

The second discrepancy results from 
overlapping of authority. It may not 
actually represent a fault since in many 
organizations it is not uncommon for 
more than one unit or position to be 
concerned with the same subject matter. 
It is important, however, to designate 
the position or department with the 


greatest sphere of interest, who should 
be informed therefor and receive corre- 
spondence first. 

The third weakness presents itself 
when the department or position is un- 
aware of the full scope of authority as- 


signed. It is directly related to the 
first shortcoming when the cause is a 
department or position too weak to pre- 
vent a stronger element or position 
from usurping the former’s authorized 
functions. 

Discrepancies must be corrected by 
presenting solutions to top management 
for approval. Solutions may involve 
not only the transfer of certain fields of 
authority but also may necessitate cor- 
rections in organization charts and 
manuals. 

Since change in function and au- 
thority may have marked effect on cer- 
tain personalities, the person delegated 
to the task of presenting the required 
changes must be carefully selected to 
maintain harmonious relations. He 
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Ir was gratifying to see the enthusiastic 
reception given to this new M & V 
product at the N.S.A. convention in 
Chicago. It was a pleasure, too, to meet 
old friends and make new ones. 


If by chauce you missed seeing a 

-; demonstration of the remarkable qualities 

DID YOU SEE of Silk Spun Carbon—the brand new 
carbon with the new plain edge and the 

AT THE Ale? velvety gray back that eliminates slippage — 
we cordially invite you to write for 

samples. And if you missed the new 

M & V Nylon Ribbon, ask to see that, too. 

You'll find, as other dealers have, 

that these new additions to the M & V 

line offer you exciting profit opportunities. 


re iti ; J 
( CARBON PAPER / 








MITTAG & VOLGER, Ine 
‘ Paey HORH ws ve 


Mu 
Vv 





MITTAG & VOLGER, INC. 
Park Ridge, New Jersey 


Fine Carbon Papers and Inked Ribbons Since 1881 
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should be a diplomat by nature and an 
astute person in an important manage- 
ment position. Where the task has been 
assigned to an outside consultant, that 
person must be briefed on the per- 
sonality and idiosyncrasies of each 
executive. It is just as important not 
to offend dynamic personnel whose ef- 
forts may be some of the vital causes 
for the success of the company as it js 
to correct errors in administrative man- 
agement. Changes and new ideas must 
be sold, not crammed down throats. 

A sensible approach is to hold a con- 
ference of all interested parties, point 
out obvious faults, present solutions, 
and ask for comments. If the person 
conducting the meeting has possession 
of all the facts and communicates the 
idea that disadvantages to the business 
are also disadvantages to the group, the 
majority of recommendations should be 
accepted. Ip« all instances, every effort 
should be made torarrange face-saving 
compromises beneficial to the company. 
Mandatory direction should be used only 


The NEW 


Feather Touch » Light Weight 


TYPEWRITER 


@ FAST TO OPERATE 

@ QUIET TYPING 

@ HANDY CONTROLS 

@ BEAUTIFUL IN DESIGN 


Compare Olympia and you will 
be convinced! Here is a machine 
designed and built to give last- 
ing service and satisfaction for 
years to come. Its feather touch 
and smooth efficient operation 
prohibits 
while its clear sharp type assures 


fo} oT deh iels fatigue 


of clean, good looking letters 
even when typed at the highest styles 
speed. For guaranteed satisfac- 
tion make your choice Olympia 


Beautifully 


as a last resort and when the change is 
absolutely necessary for the suecess of 
the enterprise. 

The writer would emphasize that the 
imperfections ii management described 
are not the only errors that a study of 
this nature might reveal. They are, 
however, the types most frequently en- 
countered. 

When the matter of handling subject 
material has been clearly defined for 
each part of the organization, it be- 
comes a simple series of operations to 
reduce the information to written or 
printed cards. Steps should be taken 
to assure that only a single subject is 
typed on each form. - Following the 
subject title, the card should be divided 
into two parts—one labelled .FOR AC- 
TION, the other FOR INFORMA- 
TION. . Under each caption the proper 
position title or titles should be fixed 
in order of priority of interest. This 
must be determined by the authority 
making the study, and approved by 
management. In all instances, impor- 


MADE IN 
WESTERN 
GERMANY 


DEALERSHIPS 
AVAILABLE 


Make 6 to 12 readable carbon copies on this full key- 
board machine with its 88 characters in choice of 3 type 


designed in claret, black or. olive 


finish. Precision-built for heavy duty typing. Write for 
illustrated literature today 


INTER-CONTINENTAL TRADING CORP. 90 west st...N. v. 6. N.Y. 
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IN A FEW MINUTES... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 


OFFICE! “4 
PARTS — po 
=4 PLATENS B= b-- 












Now |for the same, pre 
> |) of an ord nary 
\ stapling machine, you 
4 = have attractive 
" colortul reports 


Pages will turn 





freely with looseleaf 


TTAUBER TUBE ED J advantages, Use any 
' ze color cover stock 
THE MIGHTY 
MIDGET PUNCH 


only $9.90 





AND IN A MATTER C 
A FEW MINUTES produ 


a beautifully bound boc 
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RITE-LINE copvuwoiper 


How much money 
out of a 
calculator? 


Even if the money doesn’t fall out /ike 
from a piggy-bank, a Facit calculator soon 
pays for itself and then yields pure 
profit. Facit costs less than any other 
machine in its class, but still does the 
normal calculating work of 5 to 10 men! 
Its simplified 10-key system for all 
types of calculating can be learned by 
anyone in 15 minutes. Count on 
profits— count on Facit, the world’s 
most exported calculator. 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


uv. s. sussioary: FAC I +5 INC. 


500 FIFTH AVENUE, NEW YORK 18, N. Y. 























tance of position must have no bearing 
on the order of titles listed. 

A card or series of cards for each 
organizational unit must be prepared. 
The best method is to post to an analysis 
sheet, containing names of each unit, 
the pertinent subject matter; arrange 
the titles alphabetically and transcribe 
to a card in that order. 


Subject cards should then be filed in 
alphabetical sequence and organization 
cards filed in the same order they ap- 
pear on the organization chart. Both 
files should be maintained in visible or 
rotary type cabinets properly indexed 
for rapid reference. As changes in 
duties and functions take place, the 
proper subject and organization card 
should be removed from file and 
amended. Failure to do this or keep 
the guide current will make this ad- 
ministrative device worthless in a short 
time. 


Installation of a Mail Routing Guide 
in a large business will necessitate the 
preparation of many hundreds or thou- 
sands of subject cards because the guide 
will reflect the subject matter processed 
in the form of correspondence by the 
company. While only a small portion 
of the file may be employed in a given 
day to route mail, all will be used over 
an extended period. For the large busi- 
ness, completion of questionnaires, 
analysis required in review, and adjust- 
ments to organization structure and 
position authority, will require a sizable 
portion of time and effort. So larger 
companies may desire to spread installa- 
tion of the guide over a long period of 
time, department by department. 
Medium and smaller size businesses 
should find no problem in conducting 
the study and making the installation. 

With the guide installed, accurate 
routing of non-policy mail direct to 
the person involved becomes a reality. 
Policy mail must be still routed to 
officials and executives in accordance 
with their position. This requires an 
initial sorting to set aside all policy 
mail with each receipt of mecoming 


Tue Orrice—November, 1951 








If papers in file drawers could talk, 
They'd speak to the girls, to remind "em 
To keep them in PENDAFLEX folders 
The quick way to file ’em and find "em! 


PENDAFLEX’ 
HANGING FOLDERS 


FOLDERS HANG 
ON FRAME 


INSTANT REFERENCE 
TO EVERY FOLDER! 





OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


Send us your Pendaflex Catalog, 
and name of nearby Pendaflex 
dealer. 


Name 





Company. 





Address 





City. 
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ELECTRIC FAN Loosts 


COVERS 


@ WATERPROOF 
@ DUSTPROOF 

@ CRACKPROOF 
@ FLAMEPROOF 


ECONOMY 
PROTECTION 


For idle. fans against 
dust and dirt which 
shortens the life of 
every fan. Now available 


in TEN sizes for use in 
OFFICE, FACTORY, 
STORE, etc. WRITE TO- 
E DAY for sample and 
at wh prices. 
“BELLE covers . 
to solve their fan stor- | Jf your stationer can- 
SIGNALS age problems. not supply yom, write 
srect. 


and MAPTACKS 
SEE YOUR OFFICE SUPPLY DEALER BUDLEW PRODUCTS 0) 22, Jester 


Chicago 4, lilinois 






































George B. Graff Co., Cambridge 40, Mass. 











CLASSIFIED DIRECTORY [Paymaster | 
OF OFFICE EQUIPMENT 


45,000 latest addresses of manufacturers and 
dealers in all four zones of Germany includ- 
ing Berlin. Contains the 
Biiromarkt—Classified Directory 

616 pages, a book, priced at 7 US-Dollars, 
including postage, and which is a great 
help to each businessman, dealing with 
Germany. 


Please check also the following editions! 
Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 
Be ee bee ong: te pong = Buro- 
mobel, rundiage rationeller Biroarbeit 
165 pages, 80 illustrations, 2.50 US-Dollar. x0 = 
“4 — Werneburg: ABC der Birotech- PAYCHECK Outlook ENVELOPES 
nik, 144 pages, 57 illustrations, 4. ‘ 
Dollar. ash Bs kane — be wee. easy, a pang ha heer ag pay an 
in- . ame only, as written on the check, shows throu 
reg ea “ie teen window in’ opaque envelope. This insures privacy 
592 pages, more than 1000 illustrations. 8.- for employer and employee. Saves second address- 
Dollars plus postage Jes ing of names on ordinary envelopes and prevents 
; “ , checks getting mixed. Made any size, with window 
Don't fail to subscribe to the International opening positioned to fit your checks. 
Journal for Office Equipment ‘'Biiromarkt" 
which appears twice a month. Annual sub- Send us check you now use and we will submit 
scription rate of 5. US-Dollars informs you sample Paycheck ‘‘Outlook"’ Envelope and prices 
about all novelties on the European market. based on your estimated yearly requirements. 


Mail your order to: OUTLOOK eee COMPANY 


VERLAG PETER BASTEN, Established 1902 
AACHEN, GERMANY Originators of ‘‘Outlook’’ Envelopes 
1007 Washington Bivd., Chicago 7, Ill. 
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correspondence. This poses no addi- 
tional problem since better than 90% 
of all mail falls into the non-policy cate- 
gory and it is necessary for the router 
to read the mail in order to route it. 

Advantages one may expect from the 
operation of a Mail Routing Guide in- 
clude: 

(a) Making time available for policy- 
making officials to do a real super- 
visory job through the elimination of 
unnecessary paperwork. 

(b) Delivering the right mail, to the 
right person, at the right time. 

(c) All the benefits that accrue from 
answering mail and taking action—on 
time. 

Many other advantages that develop 
as by-products from the installation 
have already been discussed in pre- 
ceding portions of this paper. Another 
worthy of attention is that the need for 
extensive training in distribution of mail 
is eliminated. At a moment’s notice any- 
one can pinch hit for the mail clerk by 
using the guide. 
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Those associated with firms wherein 
the volume of mail is such that routing 
by memory or some other rough means 
is sufficiently adequate, should bear the 
following statement in mind. In this 
great land of ours small companies with 
good management have a tendency to 
grow into medium and large size com- 
panies with all the resulting responsi- 
bilities. The larger and more complex 
the concern, the more difficult it is to 
survey needs and erect proper “high- 
ways” to properly distribute correspon- 
dence. The Mail Routing Guide is a 
flexible tool. Once installed in a small 7 
company it will grow with no trouble” 
at all. 

A sequel to this paper will deal with 
the problems of recording correspon- 
dence, and methods of assuring that’ 
actionees’ have performed the required 
work in the required time to conform 
with sound business practice, govern- 
ment and legal requirements, and 
maintenance of good will. Mail stretches 
its tenacles throughout all business. 
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of the Office 


LOMA President 

Jack L. Batchler, 
secretary and mem- 
ber of the board of 
directors, Kansas 
City Life Insurance 
Co., became presi- 
dent of Life Office 
Management Assn. 
at its 28th annual 
meeting in Chicago. 
He served as vice 
president in 1950-51 
and in 1940 was a national director. 
A representative of Kansas City Life in 
LOMA since 1937, Mr. Batchler is and 
has been active in various other in- 
surance and controller organizations. 


Jack L. Batchler 


Quality Control Conference 

Use of quality control methods to 
achieve greater productivity with less 
cost and less waste will be urged at three 
meetings sponsored by the Chicago Assn. 
of Commerce & Industry and 14 midwest 
sections of American Society for Quality 
Control. The series will close with a Mid- 
west Quality Control Conference Nov. 
15-16. 


TSA Officers 


Transcription Sup- 
ervisors Assn. of 
New York elected 
the following offi- 
eers for 1951-52: 
Rose C. Brown, U. 
8S. Life Insurance 
Co., president; 
Laura Walker, Gen- 
eral Electric Co., 
Ist vice president; 


Rose C, Brown Elsie Kaiser, U. 8. 


Rubber Co., 2nd Vice President; Anna L. 
Bardes, U. 8S. Life Insurance Co., re- 
cording secretary; Mary A. Berendes, 
Consolidated Edison Co., corresponding 
secretary; Theresa Landquist, Ebasco 
Services, treasurer. 


NOMA 1951 Conference 


Selection of San Francisco as the site 
for the National Office Management 
Assn. 33rd International Conference and 
Annual Office Machinery & Equipment 
Exposition, was announced by Dr. R. P. 
Brecht, NOMA president. Members and 
business executives from every com- 
munity in the U. 8. and Canada will be 
invited to participate at the four day 
meeting, beginning May 18. 


Ad Agency Credit Group 


George N. Farrand, assistant treasurer, 
Young & Rubicam, Inc., has been elected 
president of the Advertising Agency 
Financial Management Group, an organi- 
zation of the financial executives of 37 
advertising agencies under the aegis of 
the New York Credit & Financial Man- 
agement Assn. Mr. Farrand, who is a 
C.P.A., succeeds Barron Proctor, formerly 
treasurer of Lennen & Mitchell, Inc. 


N. Y. Records Group Meets 


Mary E. Tuttle, director of personnel 
for RKO Service Corp., will discuss 
‘‘Meeting Manpower Shortages in a 
Defense Decade’’ at a meeting of the 
Records Management Assn. of New York 
on Nov. 5. This will be the third in a 
series of seven talks given under the 
auspices of Cornell University, N. x 
School of Industrial & Labor Relations. 
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bit Say Conger { 


@ Getting out the mail is often a 
tedious and tiring job. A postage meter 
helps both your mail and your Girl 
Friday to get away earlier ...and 

adds to her satisfaction in the job. 

@ With the DM, every small office can have 
metered mail. This new desk model, little 
larger than your telephone, is a real postage 
meter... does away with stamp licking 
and sticking forever! 

@ The DM prints postage directly on the 
envelope, any amount needed, for any kind 
of mail. Prints a dated postmark at the 
same time, and a small advertisement, if 
you like... Holds as much postage as 
you want to buy, always provides the 
right postage . . . prevents loss, damage, 
“borrowing” . .. Has a built-in moistener 
for sealing envelope flaps, supplies 
postage for parcel post... And keeps its 
own postage records . . . Quick, 

efficient, convenient! 

® Ask the nearest Pitney-Bowes 

office to show you—or send 

the coupon for free booklet. 


PITNEY-BOWES 


YOUR) /o 
AD \ 
. HERE 
Prtney-Bowes INc. 
3487 Pacific St., Stamford, Conn. 
Ved Offices in 93 citlesin Please send free booklet on the DM. 
the U.S. and Canada cag Oe Se ee 





mail 





Firm 
Address 
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the only fully automatic printing calculator that multiplies automatically, 
divides automatically, is also a highly efficient 
adding and subtracting machine, which gives 
Credit Balance automatically. It lists all factors 
and results on a tape, furnishing printed proof 
and permanent record of your work. 
Trial use of the OLIVETT! 14/5 in your own 
office, under conditions set by you, will providé 
a true picture of its outstanding features. 
Olivetti Corporation of America, 580 Fifth Avenue, 


New York 19. (Over 250 sales and service points 
throughout the United States.) 








olivetti 14° 
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Machine Accounting Course 


New York City Colléege’s School of 
Business is presenting an evening course 
in mechanized accounting methods by 
Michael A. C. Hume, supervisor, methods 
consulting department, Bennett, Chirlian 
& Co. This is a methods course based on 
the interests of the registrants. It does 
not teach machine operation. Informa- 
tion from the school at 17 Lexington 
Ave., New York 10. 


Punched Card Association 


Realizing the need to coordinate the 
objectives of the many local chapters of 
machine accountants associations through- 
out the country, a constitutional conven- 
tion of these groups was called in Chi- 
cago to organize a National Machine 
Accountants Assn. Delegates from 17 
chapters, representing over 1,000 people 
engaged in punch card accounting oper- 
ations throughout the U. S., met and 
formulated by-laws and the organiza- 
tional structure of the national machine 
accountants group, brought about by the 
tremendous strides made in recent years 
in the punched card tabulating field, 
embracing the use of IBM, Remington 
Rand, and Powers-Samas_ tabulating 
equipment. The purpose of the organiza- 
tion is to keep abreast of the engineering 
departments of these tabulating equip- 


Office Management 
Assn. of Chicago 
welcomed its 500th 
member this fall. L. 
to r. are H. W. Dick- 
hut, indoctrination 
chairman; H. W. 
Vetter, Ist vice presi- 
dent; H. A. Wichert, 
past NOMA inter- 
national _ president, 
and E. A. Monson, 
vice president, Prud- 
ence Life Insurance 
Co., who was 
OMAC's 500th 
member. 
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ment manufacturers and to transpose 
these engineering advancements to the 
machine accountants’ level for use in 
their respective business fields. The pur- 
pose ‘‘to promote and further the devel- 
opment of the science of tabulating sys- 
tems’’ became the basic theme. 

The motivating group behind the na- 
tional organization was the Chicago 
chapter of the Machine Accountants 
Assn., organized over two years ago. 


‘Under a committee headed by Robert L. 


Jenal, Toni Co., a call for the constitu 
tional convention was extended to all lor 
eal chapters. At the conclusion of the 
convention, a national executive commif® 
tee was elected. Mr. Jenal was elected 
national chairman. Other members of the 
executive committee are: Willard Hull 
St. Paul; Ralph E. Moe, St. Paul; Charles 
H. Johnson, Chicago; Malcolm M. Beer#, 
Boston; Gordon C. Couch, Boston; Hat 
vey W. Protzel, St. Louis; Howard F 
Kulp, Mareus Hook, Pa.; Andrew We 
Hansen, Milwaukee; Donald A. Taluced, 
Detroit. Information about NMAA cam 
be had from P. O,. Box 3910, Merchandise 
Mart Station, Chicago 54, Il. 4 
Occupational Outlook 

The country’s defense program has 
changed the employment outlook f@ 
nearly every type of job, whether ° 


not it is related to defense, accordimj 











IT'S VISIBLE SUA, tnt ortice macune 
MODEL 41C — 
CARBON COPIES ie 


NUMBERING 
MACHINE 


Will make up to 
12 good carbon 


copies. 


WRITE FOR 
DETAILS 


b 
Tusco Stands are adjustable for uneven 
floors, they won't vibrate, won't tip over. 
Made for all electric typewriters and 
65 4 3 2 1 most business machines, Tusco Stands safe- 
Facsimile Impression guard your machines against expensive 
repairs, give more operator comfort. 


AMERICAN NUMBERING MACHINE CO, Write for foders Today 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8. NEW YORK TUBULAR SPECIALTY MFG. CO. 


3 4 90 2, ILL 5 oe 
Branch—105 W. ‘MADISON ST., CHICAGO 2, | ries 4h fies BPs iaetiess 
Eatablished 1921 




















Do You Want.. 


the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from \NTERNATIONAL 
TYPEWRITERS... 


. all kes and dels are available at 
International. Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 


% : d Rebuilt... 
The PARALINER is a new device for rul- ™ 
ing forms. It has a micrometer-like setting ADDING * BOOKKEEPING 
knob by which the distance between lines CALCULATING MACHINES 
is measured. When once set the straight COMPTOMETERS * TYPEWRITERS 
edge moves forward the exact measured ADDRESSOGRAPHS ANANAN 
distance =~ by step, with a = pres- Dealers’ Inquiries Welcomed AM 
sure of the thumb and forefinger. The oper- Write, Phone or Wire 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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to the 1951 edition of ‘‘ Occupational 
Outlook Handbook,’’ issued by the Dept. 
of Labor’s Bureau of Labor Statistics in 
cooperation with the Veterans Admini- 
stration. Demand has sharply increased 
for engineers, physicians, nurses, dentists 
and other health-service specialists, 
chemists and other scientists, skilled 
workers in metal-working trades, elec- 
tronie technicians, and stenographers 
and typists. Increased industrial account- 
ing work arising from defense production 
has increased the demand for cost ac- 
countants, particularly. Other occupa- 
tions, such as sales and service, will not 
increase but will need a growing number 
of new workers to replace those who 
leave to take better-paying jobs. 


AMA Seminar Center 


Opening of a Management Center ad- 
jacent to its New York offices was an- 
nounced by the American Management 
Assn. Consisting of a large lounge with 
serving pantry, open air terrace, and 
five seminar rooms designed after a 
survey of conference rooms in more than 
a score of large companies, the center 
will be used as headquarters for the 
AMA management workshop seminars. 

The seminar rooms are each 16 x 20 





Give 
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YOUR CUSTOMERS will be 
MORE ease a 


by documents, papers and 
checks protected by 


Schlegel PULL 
FASTENERS 


Successor to the rubber band 


@ ADDED TOUCH that’s “good 
business” . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 

. look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 
Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlegel 


384 NW. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 











EXPORT 
BOOKKEEPING 
MACHINES 
CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
and absolutely reliable service 


Richard Gibian 


119 LAFAYETTE STREET 


NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.”* Telephone: REctor 2.6529 











ADDRESSING MACHINES 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y. 
BREE EEE SE SE SEE SEE SEES SESE SESE 
For Top Quality in 

TYPEWRITER RIBBON 

FABRICS 


Cutting Factory & 
Warehouse 


fee Worth ees 320 West 68th Street 
New York 13, N. Y. New York 23, N.Y. 


TEESE SEE TE EEE EEO 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT al ees OT 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


: 
: 
: 
: 


Se ee ee ee ee ee 


ft., carpeted, walnut paneled on two 
sides, with soundproof ceilings, recessed. 
fluorescent lighting, and air conditioning 
powerful enough to keep the air clear if 
all the participants are heavy smokers. 


A closet with sliding doors in each room 
holds hats and coats, and each has in- 
dividual closed compartments with pres- 
sure catches for briefcases and papers. 
Conference tables, of polished walnut, 
are 7 by 14 ft., supported from near the 
center with no table legs to interfere 
with participants’ feet. At one end of 
each room is a panel arrangement which 
allows display of several types of visual 
aid at one time. Hinged walnut panels 
with pressure catches open to support 
three sets of flip-flop charts. Behind them 
is a sliding cork board on which exhibits 
can be thumbtacked; and in back of that 
is a chalkboard of green composition 
glass. Half the cork board slides back 
at a time to keep thumbtacked exhibits 
on view during a chalkboard demonstra- 
tion. A folding table is concealed in the 
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paneling. At the other end of the room 
is a screen, recessed in the ceiling when 
not rolled down for use, for display of 
slides or motion pictures. Another wall 
compartment, opening into the hall at 
one end and into the room at another, 
is for serving coffee und soft drinks dur- 
ing mid-morning and mid-afternoon 
breaks. Luncheon will be served in the 
rooms also, and auxiliary cove lighting 
fixtures are provided so that the light 


may be softened during the lunch hour. 
The lounge, furnished with sofas and 
easy chairs, opens onto the terrace. 
It is 54 by 16 ft., with an alcove 12 by 
18 ft. It is dedicated to the memory 
of the late Alvin E. Dodd, who was 
president of AMA from 1936 to 1948 and 
honorary president until his death in 
1951. An intercommunication system 
permits announcements to be broadcast 
to all seminar rooms at once. 





New Subtracting Lightning 


PORTABLE DESK MODEL 
ADDING MACHINE 


This is it! America’s fastest selling Portable Adding 
Machine is better than ever. Now...both addition 
-as simply 
as dialing a telephone. This newest Lightning with 
One-Stroke Clearance is precision built, fully guar- 
anteed, and every inch a man’s machine. Write for 
full details and a LIFE SIZE COLOR PHOTO. 


and direct subtraction up to 99,999.99.. 


Retails everywhere for 


$1475 


YOU GROSS 45% 


IMMEDIATE DELIVERY —$8.22 IN DOZEN LOTS 


Has Automatic 


ONE-STROKE 
CLEARANCE 


LIGHTNING 
ADDING 
MACHINE 
lol orm |) [on 


1260 W. 2nd St., 


Los Angeles 26, Cal 





FEDERAL-FEDERA 
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CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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NEWS 
of the Industry 





Monroe Appointments 


Promotion of Fred R. Sullivan to vice 
president and assistant to the president 
of Monroe Calculating Machine Co. was 
announced by W. G. Zaenglein, president. 
Mr. Sullivan was formerly controller. 
He will be in charge of the company’s 
accounting and budgetary functions, its 
organizational structure and general ad- 
ministrative duties assigned by the 
president. ‘‘The growth of our company, 
with construction of plants in Morris 
County, N. J., and Amsterdam, Holland, 
requires particular attention to our or- 
ganizational development,’’ said Mr. 
Zaenglein. The company also announced 
the retirement because of illness of 
Duncan D. Richardson as vice president 
in eharge of finance, along with these 
appointments: secretary, John M. Mce- 
Evoy; controller, T. R. Elsman; assistant 
secretary, Mrs. Fannie Altemus. 


Royal Promotes McKelvy 


Carl MecKelvy 
was named assistant 
to the president of 
Royal Typewriter 
Co., according to 
Fortune Peter 
Ryan, president. 
Mr. MecKelvy, 44, 
joined Royal in 
1946 as a clerk in 
the cashier’s office 
of the Dallas 
branch, after his discharge as a captain 
from the U. S. Air Forces in which he 
served four years. He was assistant chief 
of staff of personnel section of the head- 
quarters of the Air Training Command at 
Fort Worth. Before joining the army 
Mr. McKelvy for two years was chief 


Carl McKelvy 


162 


statistician and assistant secretary- 
treasurer of Traders & General Insurance 
Co., Dallas, devising a special account- 
ing system for them. From 1932-35 he 
was in charge of the distribution of trust 
funds at N. Y. Mortgage Title & Trust 
Co., and for the next four years was 
with Mortgage Commercial Service Corp., 
New York, developing an accounting 
system for that institution. After an in- 
tensive training period at Royal’s Dallas 
branch, he was appointed cashier in 1947. 
Subsequently he was assistant to the 
sales policy and research manager in 
New York, acting manager at Dallas, 
and special representative of the con- 
troller’s staff at the factory in Hartford, 
Conn. 


Clary Executive Changes 


An important ex- 
ecutive change in 
the Clary Multiplier 
Corp. distribution 
division was an- 
nounced by Marvin 
S. Bandoli, vice 
president of distri- 
bution. Whitney 
Drayton, director of 
advertising and 
sales promotion, 
and Ernest L. Loen, director of organiza- 
tion and manpower, development, have 
resigned to form a company of their 
own in Los Angeles to be known as Loen, 
Drayton & Associates, business con- 
sultants. Merwin Eberle, Drayton’s as- 
sistant for the past four years, has been 
advanced to director of advertising and 
public relations. Mr. Loen will be suc- 
ceeded by Joseph M. Klein, manager of 
Clary’s Phoenix branch, who is being 


Merwin Eberle 
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BE SMART ' MAKE 1 SHARP! 


| JONGHORN 


CARBON and 
RIBBONS 


Whether it’s the V-P’s important 
correspondence or an intra-office 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and over 
—won’t slip—won’t curl,in any © 
weather—won’t smudge or “tree.” 
Handles easily, corner-cut for 
easy removal. Choose the backing © 
that pleases you—Longhorn : 
Plasti-Carbon or Wax-Back 
are Ne: : 4 Carbon—for top performance. 
\ om | Oe as! Be Available in the right weight and — 
\ ~ finish for every job. 















And for perfect companion quality— 

use a Longhorn ribbon . . . you'll 

call it the ‘perfect ribbon.‘' Non-filling, 
sheer yet tough. Types clean and 
sharp—brings praises from the most 
meticulous person! 


Send today for your 

copy of 

WHAT'S YOUR BRAND? V/A bah) 
Longhorn’s fascinating little 


booklet about famous 


cr ncgae sg AMERICAN CARBON 


‘ Handsomely illustrated— 


free for the asking! PAPER MFG. CO. 








~ Yes, 3:30 of a busy day 
and he’s still in .there 
pitching. Reason: he sits 
in an individually fitted 
Sturgis posture chair. 
A capable man and a 
Sturgis chair are always 
good production pair. 








Executive, stenographic, reception 
and institutional chairs posture-de- 
signed for the person and the purpose. 


POSTURE CHAIR CO. 
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called into the home office as director 
of training and promotion. Both Mr. 
Eberle and Mr. Klein have outstanding 
records with Clary. Mr. Eberle was 
formerly with Western Air Lines, 
Douglas Aircraft and Scripps-Howard 
newspapers. Mr. Klein gained national 
attention in Phoenix for his success in 
selling and for building the Phoenix 
branch into one of the most highly re- 
garded in the Clary organization. 


SoundScriber Distributor 


R. W. Davidson, vice president and 
general sales manager, SoundScriber 
Corp., announced thé appointment of 
William F. Sanders as distributor for 
SoundScriber products in Denver and the 
Rocky Mountain area. “Prior to service 
as a Navy Supply Corps lieutenant dur- 
ing World War II, he was a senior sales- 
man with the Burroughs Adding Machine 
Co. Since 1946, he has been a senior 
salesman for SoundScriber Dictating 
Equipment in the Los Angeles area. 


Bostitch Vice Presidents 


Four new vice presidents have been 
elected to posts with Bostitch, Ine., the 
eompany’s president, J. D. A. Whalen, 
announced at Westerly, .R.: I. Named by 
the stapling firm’s board of directors to 
the new positions are: Emmett G. Gard- 


ner who becomes executive vice presi- 
dent; John E. Scully, vice president in 
charge of finance; Kenneth E. Joy, vice 
president in charge of sales; and John B. 
Wynne, vice president in charge of pro- 
duction. The latter three have been 
promoted from within the company. Mr. 
Gardner comes from Milwaukee where 
he was executive vice president of Nesco, 
Ine. Mr. Scully, a veteran of 27 years 
service with Bostitch, continues as the 
company’s treasurer. Kenneth E. Joy 
joined the company in 1945 after com- 
piling a record as a successful sales ex- 
ecutive in the middlewest. In 1948 he 
was named general sales manager. John 
B. Wynne joined Bostitch in 1931 as 
factory manager. In 1942 he was named 
works manager. 


Smith Corona Field Men 

L C Smith & Corona Typewriters Inc., 
through J. B. McCormick, vice president, 
has announced appointment of four home 
office field representatives: Edward K. 
Mark, Robert W. Galland, Daniel Feld- 
man and William J. Buckland Jr. Mr. 
Mark will assist portable typewriter and 
adding machine dealers in the Baltimore, 
Richmond, and Washington, D. C., branch 
territories, making his headquarters in 
Washington, Mr. Galland’s headquarters) 
will be in the Newark, N. J., branch’ 
office and his territory will be that cov- 


The bigger part of the membership of National Business Forms hesenlalik were in convention 


at the annual meeting of the organization at Shawnee, Pa., Sept. 10-13. 


In addition to a 


series of discussions on topics covering their own activities as forms distributors, numerous 
manufacturers were given the opportunity to enter into informal talks with members of this 
enterprising and fast-growing organization. 
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<(eae 
yaa" FILE 
; SIGNALS 


MAKE FACTS 
INSTANTLY AVAILABLE 


Attached to file cards or ledger sheets, 
these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless spring 
steel in 12 non-chipping colors. Types 
for all filing systems. Will remain clean 
and bright under all conditions of damp- 
ness. Easy to attach, relocate, remove; 
always stay put. Samples on request. 


‘“*BURRO'' PAPER CLIPS 


No. 2 £ 


CLING No.1 
CLIP 
No. 3 


Thin spring steel clips — the smart letter and 
paper fastener. Easy to attach, hold fast, won't 
catch other papers. 


Other Cook's Office Aids: Bull Deg Letter Clips, 
index Tabs, etc. At your dealer's. 


THE H. C. COOK CO. 
12 BEAVER ST. ANSONIA, CONN. 
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ered by the Newark, Harrisburg and 
Philadelphia branches, Mr. Feldman will 
work with Smith-Corona dealers in the 
Brooklyn, N. Y., branch territory, and 
will make his headquarters at the Broox- 
lyn branch. Mr. Buckland will make his 
headquarters in Seattle, servicing deal- 
ers in the territories of the Portland, 
Ore., Salt Lake City, and Seattle 
branches. 


Appoint Ted Lybeck 


Appointment of Ted M. Lybeck as 
manager of the newly formed methods 
and systems division of Printing Service 
Ine., Detroit, has been announced by 
Martin J. Struhar, president. 


Shipman-Ward Comic Strip 


‘*Super Sam, the Ship-Ward Man’’ 
and ‘‘ Biffy, the B. F. Goodrich Platen,’’ 
are the helpful heroes of a full-page 
comic strip introduced in the October 
issue of ‘‘Ship-Ward News,’’ monthly 
dealer publication of the Shipman-Ward 
Mfg. Co., 325 N. Wells St., Chicago 10. 
Designed for entertainment as well as 
to acquaint dealers with the many ad- 
vantages of Shipman-Ward service (rep- 
resented by ‘‘Super Sam,’’ a spritely 


E. W. Burbott, vice chairman, A. B. Dick Co., 

as president of Controllership Foundation re- 

ceived the American Trade Assn. Executives’ 

award of merit from Wesley Hardenburgh, 
past ATAE president. 
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crew-cut character) and the B. F. Good- 
rich platen, for which the firm is ex- 
elusive national distributor, the strip will 
emanate from the drawing board of Dick 
Bluhm, Chicago cartoonist. Current plans 
call for a permanent monthly series, with 
‘‘Super Sam’’ and ‘‘Biffy’’ helping 
‘*Joe, the Dealer’’ out of various holes 
and into bigger profits. 


Old Town Appointments 


Old Town Corp., manufacturers of 
liquid process duplicating machines and 
supplies, typewriter ribbons and carbon 
papers, has announced appointment of 
J. G. Darey to the firm’s metropolitan 
sales division staff. Mr. Darey has had 
prior sales experience in the stationery 
line and will handle all supply items as 
well as duplicating machines and spirit 
supplies in his current assignment. Ap- 
pointment of R. W. Trenkle as sales 
representative in the Los Angeles branch 
office was also announced. Mr. Trenkle 
joins an experienced staff and will func- 
tion also in Southern California, Arizona 
and New Mexico. He has vast experience 
in the carbon and ribbon field and has 
received training in duplicating machines 
and spirit supply systems work from 
Bryle D. Weber, manager of the Old 
Town branch in Los Angeles. 


Amberg Representative 


The appointment of Charles J. Cordray 
as sales representative has been an- 
nounced by Amberg File & Index Co. 
Mr. Cordray resides in Minneapolis, and 
will cover for Amberg the states of 
North Dakota, South Dakota, Kansas 
and Nebraska, except Omaha. He has 
been selling office supplies since 1938. 


American Lithofold in East 


The eastern division sales office of 
American Lithofold Corp. at 122 East 
42nd St., New York, has opened the 
following district sales offices: 11 N. 
Pearl St., Albany, where William F. 
Morse is sales manager; 38 Chauney St., 
Boston, managed by W. Bruce Pronk 
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VALET 78 RACKS 


Outsells Ordinary 
Costumers because 
... it "Keeps wraps 


in press"; holds 
more and will not 


tio over. 


The S-6 Office 

Valet is your 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 


Sturdy welded steel construction— 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has pt standard equipment with 
leading office planners and archi- 
tects, 

Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 

WRITE FOR BULLETIN OV-10 


VOGEL - PETERSON CO. 
24 * bigan Ave Chicogo 5 


624 al 











TYPE CLEANING MADE EASIER 


machine operators want 
*Norta Plostic Type Cleaner 
—Wt's easy to wse—no mess 
—no liquids to spill. © Marking 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request ...write to 


NORTA DISTRIBUTING COMPANY 


(Qe |123 Broodway. New Yort 10, N Y 


DICTATING MACHINES 


CUA — eae 


ODEL 
DICTAPHONES. om EDIPHONES 


AUDOGRAPHS ¢ SOUNDSCRIBERS 
CYLINDERS @ WIRE SPOOLS @ SUPPLIES @ DISCS 


AMERICAN DICTATING MACHINE CO.. Inc 


ESTABLISHED 1923 


65 MADISON AVE., NEW YORK 16, N. Y. 
Telephone MUrray Hill 4-3554 








SECURITY 
BRAND 
Comolete Line 
DE LUXE 
Canvas & 
Leather 
Mail Bags for 
your select 
clientele. 
Send for 
cireniar. 





a —_ “a od 
“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 

The most efficient 
and economica! 
binding posts ob- 
tainable for use iné 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 
440—73rd Street 
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‘Brooklyn 9, N. Y. 


who is assisted by Francis P. Allen; 
1180 Raymond Blvd., Newark, N. J., 
managed by Edward C. Dawes; Land 
Title Bldg., Broad & Chestnut Sts., 
Philadelphia, where William T. Maxwell, 
Charles T. Teitelman and James J. 
O’Donnell are representatives. 


CCC Ad Manager 


Commercial Con- 
trols Corp., Roches- 
ter, N. ° 'Y,,. ‘am 
nounced that Don- 
ald W. White has 
joined the company 
as advertising and 
sales promotion 
manager. Mr. 
White’s head- 
quarters will be at 
the-home office and 
factory, where he will direct the pro- 
motion of the company’s complete line 
of office and mailroom equipment and 
machines. He was previously with the 
Pittsford, N. Y., Post-Herald and was 
assistant to the supervisor of publishing 
and printing department at Rochester 
Institute of Technology. 


Donald W. White 


ee 


One of the tro- 
phies donated by 
Liston Jackson, 
president, National 
Office Machine 
Dealers Assn., for 
the winners of 
“Jackson's 500," 
the intensive mem- 
bership drive by 
NOMDA for 500 
new members. 
Cups will be pre- 
sented at the an- 
nual convention 
next June in 
Dallas. 

















Underwood in Hartford 50 Years 


Underwood Corp. celebrated a_half- 
century of building Underwood Type- 
writers, Sept. 19 and 20, in their Hart- 
ford, Conn., plant. Philip D. Wagoner, 
chairman of Underwood Corp., stated 
that ‘‘The Underwood, which was the 
first visible writing machine, was first 
made in a small New York shop in 1895. 
Three years later the plant was moved to 
larger quarters in Bayonne, N. J., and it 
finally moved to Hartford in 1901.’’ On 
Sept. 19, some 400 business and civic 
leaders of the Hartford area attended a 
preview luncheon and tour of the plant, 
and saw an exhibit of old and new busi- 
ness machines. Gov. John Lodge and 
Mayor Cyril Coleman were present. L. 
C. Stowell, Wnderwood’s president, and 
Donald 8. Sammis, vice president, greeted 
all guests. George L. Hossfield, ten times 
world’s professional champion typist, 


gave a speed exhibit on a modern ma- 
chine while Grace Toccaline in a 190] 
costume operated a 50-year-old machine. 
On Sept. 20 the plant was visited by over 
3,500 guests, many members of the 
families of Underwood’s 5,500 employees. 
One of Connecticut’s largest factories, 
the plant has produced over nine million 
typewriters of all types since 1901. 


Eastern’s Ass’t Treasurer 


James <A. Patterson, formerly with 
Haskins & Sells, has joined Eastern 
Corp., Bangor, Me., as assistant treasurer. 
A native of Massachusetts where he at- 
tended Northeastern University, Mr. 
Patterson took his M.A. degree in eco- 
nomics at Boston University. Subse 
quently, he finished two years of ad- 
vanced study in taxes and finance at 
Columbia University. He instructed at 
Northeastern from 1939 to 1942 and 
joined Haskins & Sells following four 





The day-in and day-out reliability required in a 
business machine can be obtained only if the motor 
is thoroughly dependable. Lamb Electric Motors 
have exceptional dependability because (1) they 
are specially designed for the application (2) they 
are built of the highest quality materials (3) they 
represent 36 years’ experience in the small motor 
field. The Lamb Electric Company * Kent, Ohio. 
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It's GOT to be GOOD to be GOODRICH! 


Yes, Sir! Every B. F. Goodrich platen 
manufactured undergoes a tough 
series of tests and inspections before 
it ever leaves the B. F. Goodrich plant! 
That’s why it pays to specify 
B. F. GOODRICH PLATENS 
. . . the brand that’s guaranteed to be top quality for top performance! 
Nationally distributed by 





World Wide Distributors 


Typewriters > PARTS MMB Pp ed Fe a de Pe 


PLATENS + TOOLS 


SHOP EQUIPMENT [mms P403E Mk | 2 ONY Oc 
lca Phone DElaware 7-1090 + Cable “SHIPWARD” 


UNDAMENTALS bed 


The December 
issue of 
THE OFFICE 

on will be devoted to 

the organization 

and operation of 

the filing depart- 

ment, 


Manufacturers of filing systems, equipment and supplies will find this issue of 

lasting value for presentation of their products to the largest group of buyers. 

Advertising rates on application to Office Publications Co., 270 Madison Ave., 
New York 16. 
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years of war duty as an officer in the 
U. 8S. Navy. Eastern’s new assistant 
sreasurer holds a Massachusetts C.P.A. 
certificate, is a member of that state’s 
society of C.P.A.’s, American Institute 
of Accountants, and the NACA Chapter 
in Bangor. 


Mosler N. Y. Warehouse 


The New York office of Mosler Safe 
Co. has leased 12,000 sq. ft. of industrial 
warehouse space fro; Bayonne Steel Co. 
at 38-44 Van Dam St., Long Island City. 
Vice president John Mosler said the 
added space will both consolidate and 
expand the company’s shipping and 
storage facilities in one strategic loca- 
tion. The excellent railroad and truck 
loading facilities will expedite further 
service to customers in the New York 
area. 


f 


Big Forms Order 


One of the largest single contract 
orders ever placed by the government 
for office forms manufactured in multiple- 


Agnes Peterson, president, New York State 
Chapter of National Secretaries Assn., reg- 
isters surprise to demonstrate a desk pro- 
tected by Protec-top made by Marblette 
Corp., Long Island City, N. Y.. — NOFA 
National Office Furniture Week. 


Tue Orrice—November, 1951 





DUPLICATORS 
and Supplies for 
adl Duplicators 


PN 
Ne 


") 


THE -HEYER CORP -CHICAGO 
ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 
Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 





CASH REGISTER 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


essors to 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
® 
HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 














iad ne Carbon Paper 


An often overlooked source 
of new business and profits 
is the sale of carbon paper. 
Customers demand NEV- 
R-KURL on their repeat 
orders once they have tried 
it. Features that account 
for this growing demand 
are its universal use in 
typewriters and billing ma- 
chines. Plastic backed to 
prevent slipping and won’t 
smudge, tree, curl or wrin- 
kle. NEV-R-KURL  pro- 
duces up to 50% more 
permanent legible copies 
per sheet. Write today for 
more information on the 
special process carbon paper 


that sells itself—-NEV-R- 





NEW PROFITS FOR 





part unit sets was awarded Arthur J. 
Gavrin Press, Inc., New Rochelle, N. Y., 
specialists in one-time carbon inter- 
leaved business forms. The order in- 
volves 20%4 million forms to be shipped 
over a period of four months. Cost is 
estimated at $456,000. 


New Visirecord Plant 


Visirecord, Inc., manufacturers of 
visible vertical record keeping equip- 
ment, last month moved into their mod- 
ern new factory building at Copiague, 
L. L, N. Y. The newly equipped build- 
ing integrates the company’s operations 
in an area of growing popularity near 
New York City. General offices and 
metropolitan sales offices are now located 
at 801 Second Ave., New York 17. 


Burroughs Regional Office 


Over 14,500 sq. ft. of distribution space 
is provided for Burroughs Adding 
Machine Co. at newly completed north 
central regional headquarters, 1818 West 
Madison St., Maywood, Ill. The office, 


Officers of the Office Equipment Dealers 
Assn. of New York: in front, Ben Itkin, presi- 
dent; William Sproul, Ist vice president. At 
rear, Dan Waldner, 2nd vice president; Rob- 
ert Gibby, recording secretary; James Glen, 
treasurer. Not in photo were Seymour L. 


| Nathan, activities secretary; Mildred S. Zich, 


executive secretary. 
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DANKERS 
HAMBURG it 


GERMANY (WesternZone)establ.1905 








ACCESSORIE 


fo) me || Mrodanlet- Manteo leislial-15 








ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 

HAND & ELECTRIC 

WE MANUFACTURE. . 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speodaumats. Our 
large stencil embossing dept. 

gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 

WE MANUFACTURE. . 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 14-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 
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BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual — 
test to give 2 to 3 times more typing. 


Send for trial ribbon aes $1.25 
postpaid TODAY 1.B.M. $1.50 


a & ¥ L i C A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
184 NASSAU STREET. NEW YORK 38. N. Y. 


STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, Il. 
173 








ACCOUNTING. 
BILLING. 

BY BOOKKEEPING 
& ANALYSIS 
"MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
— — invited. 


ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N. Y. 





Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Sampies and Prices 


Wansco Paper Products Co. 


INC. 


409 Pearl Street, 
New York 7, N. Y. 














KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 


AtSurability 


Adjustable to the 
natural position of 
ony pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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When 
“Did you read that article 
in last month’s issue of The Office?” You 
answer, “No, but I’ll get another copy and 


ve eS . ray s 
WHY BE DISAPPOINTED? 
somebody asks, 


read it.” Then you write and learn the 
issue is sold out. It’s easier to keep the 
last 12 issues in these handy binders. 
Order a pair for $3 today (not sold 
singly) from Office Publications Co., 270 
Madison Ave., New York 16. 
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which will serve ten branch offices in 
five states conducts no retail business, 
but handles accounting for sales and 
service operations, billing, storage and 
distribution of business machines and 
supplies and directs sales and service 
activities in all the branches. Jonathan 
P. Booz, former Burroughs branch man- 
ager in Grand Rapids, is regional man- 
ager of the newly organized region. 
C. Ralph Paul heads the regional service 
operation and Richard 8S. McNeal is 
regional accountant. The Maywood re- 
gional office is one of eight in the U. 8S. 


Heads Royal Machine Sales 


J. D. Farr, form- 
erly southern sales 
manager of Royal 
Typewriter Co., 
was appointed office 
machine sales man- 
ager, with head- 
quarters at the com- 
pany’s New York 
executive office, ac- 
cording to D. B. 
Starrett, Royal’s 
vice president in charge of sales. Mr. 
Farr joined Royal as a salesman at 
Knoxville in 1934. In 1936 he was 
selected to manage the company’s Mont- 
gomery, Alabama, branch, and in 1937 
he was transferred to Charlotte as dis- 
trict branch manager. Mr. Farr was 
promoted to the post of assistant sales 
manager, office machine division in 1947. 
The following year he was appointed 
southern sales manager. In this capacity 
Mr. Farr was responsible for the sales 
activities in ‘all Royal’s southern 
‘branches. 


J. D. Farr 


Fred H. Gibson 


Fred H. Gibson, 62, sales manager, 
Allen & Co., died suddenly Sept. 10. Mr. 
Gibson was associated with Mittag & 
Volger and Buckeye Ribbon & Carbon 
Co. before he assumed the sales man- 
agership at Allen & Co. He originated 
and developed several innovations for 
the carbon paper and ribbon industry. 
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use KIL-K LATTER P20 
FOR A QUIETER 
MORE EFFICIENT OFFICE! 


A quiet office means a more efficient office. 
Yes, stenographers and typists, as well as 
those who work around them, will do 
neater work and make fewer errors. 

You can step-up the efficiency at your 
office, and make it a more pleasant place 
to work by placing Kil-Klatter pads under 
all typewriters... they cushion the jar and 
deaden the noise of typing. 


@ Made of genuine long-life OZITE felt 
@ Dent-proof and skid-proof 
@ Fits many other office machines, too 


OF Le cals ects teow 
AMERICAN HAIR & FELT CO. 


Dept. T111, Merchandise Mart, Chicago 54, Ill. 


KIL-KLATTER 


~~~ i i i i in i i i ii il 


THE SCIENTIFIC TYPEWRITER PAD 
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Acco Products, Inc. .... ae 
Accounting Machine Export Corp. 174 
Acme Adding Machine Service & Sales nies 14e 
Acoustor Co. 110 
Addo Machine Co. . 

Advertising Council 

Allen & > 

Allen Business Machines, Inc., 

Amberg File & Index Ge. ... 

American Addressing Machine Corp. 

American Carbon Paper Corp. oh’ 

American Carbon Paper Mfg. Co. 

American Dictating Machine Co. 

American Hair & Felt Co. . 

American Lithofold Corp. 

American one Machine Co. 

American Stencil Mfg 

Asco International, Ltd. ... 

Autocopy, Inc. 

Automatic Pencil womens Co. 

Autopoint Co. 


Bankers Box Co. 

Barrett Adding Machine povisten: eae 
Basten, Peter ....... ; 
Bates Mig. Co. 

Boorum & Pease Co. 

Borg-Erickson Corp. 

Bruning Co., Charles 

Budlew Products Co. 

Burroughs Adding Machine Co. . 


Canvas ie ag Corp. 

Chart-Pak, Inc. .. 

ee Multiplier Corp. 

Codo a ne 
Cole Ste aeemient Co. 

Columbia Chemical Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. ..... mae P re 
oneoened Business Systems, Me ie. 
Cook Co. 
Copy Right Mfg. Corp. 

Cramer Posture Chair Co. ...... 
Cushman & Denison Mfg. Co. .... 


Dankers, J. A. Heinrich . 

Davidson Corp. 

Dehn, Jr., |. A. 

eae me Mfg. Co. men ernest 
ewberry se °. 

Dick Co., B. 

Diito, Inc. .. ve 
Dome Publishing Ge. . 
Dreusicke & Co., Wilhelm 


Eastern Corp. .. 
Evans Specialty Ge, 
E-Z Sort Systems Ltd. 


Faber-Castel] Pencil Co., A. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Business Products, Inc. 
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Federal] Cash Register Co. .... 
Felt & Tarrant Mfg. Co. 
Ferris Business Equipment, 


Frankel Mfg. 


Co. : 
Friden Calculating Machine Co. ............. 


General Binding Corp. 
Gibian ee 
Graff lr B. 
Gray Mig. ; 


Haida Engineering Co. ... 
Hammermil] Paper Co. 

Hanson Scale 

Harding Co., 

Heyer Corp. 

Hunt Pen 

Hush-A- eee’ Corp. 

Hygrade Printing R Stationery Co. 


Imex Sales Organization 

Imperial Desk Co. 

Indiana Cash Drawer Co. . 

Ink ~~ ecialties Co, 

Inter-Continental Trading Corp. 
International Cash Register Parts Co. 
International Office Appliances, Inc. 


Karl Mfg. Co. 
Kee Lox Mf 


Kellog suitchsoard & Supply Co. ... 
Kline So. W WwW. R, 


Lamb Electric Co. 
Lanston Monotype Machine Co. 
Lightning Adding Machine Co. 


Magnetic Recording Industries 
Mailers' Equipment C 

Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Master Addresser Co. 

Mergenthaler Linotype Co. ........... 
McBee Co. 

McGregor & Werner, Inc. 

Meilink Steel Safe Co. 


Milwaukee Metal Furniture Co. ......... Gee 


Minnesota Mining & Mfg. 

Mittag & Volger, Inc. 

Monroe Calcu ary Machine Co. 
Morris Co., Bert M. 
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THIS TRADE MARK © 
STANDS FOR 


recision 
IN 


YPEWRITER RIBBON 
CUTTING & EDGING 


Our machines were designed and 
built for one purpose only—to slit 
and edge typewriter ribbon cloth, 
of any width or construction, accu- 
rately and uniformly. 

Our experts have had long years of 


mee | 


‘herons | es a 


Ribbon-slitting machines in our Hawthorne plant. 


specialized experience in this work. 
ur policy is to maintain the con- 

stant perfection demanded by 

typewriter ribbon manufacturers. 


Prompt Service 


TEXTILE CUTTING CORP., 178 Fifth Avenue, Hawthorne, N. J. 
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Robot Secretary 


EPORTS in the Communist 
press that Russian inventors 
had produced a ‘‘people’s 
secretary,’’ a one-pound ma- 
chine which would simultaneously 
take dictation and type out the 
spoken words, were described as ‘‘a 
lot of Moscow moonshine,’’ last 
month by A. Donald Brice, advertis- 
ing director of Dictaphone Corp., 
who stated it was impossible by cur- 
rent scientific methods to produce a 
combination dictating - typewriting 
machine weighing one pound. 

Well, the fact that a practical dic- 
tating-typing machine has not yet 
been invented does not mean that 
the idea is anything new. It has 
been an inventors’ dream for a long, 
long time. Our own Army has listed 
such a device among things they 
would like some American to invent. 

Some fifty years ago, American 
confidence men went the Commun- 
ists one better by actually demon- 
strating such a machine. Arriving in 
a prosperous town, the ‘‘con’’ man 
would rent a room somewhere and 
set up an impressive looking ma- 
chine against a wall in his new office. 
Then he would invite the town’s 
moneyed citizens in for a demonstra- 
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tion. Each prospect was invited to 
talk into a speaking tube attached to 
the machine. As he spoke, his words 
were simultaneously typewritten on 
an inserted sheet of paper which he 
could take away as a souvenir—in 
return for his check to help finance 
the new company which would 
manufacture the marvelous machine. 
Many unwittingly bought stock in 
the non-existent company and the 
‘‘eon’’ man left for another town as 
soon as all likely prospects were 
bilked. With him, of course, went 
not only the machine but his con- 
federate-typist who had typed the 
dictated messages in an adjoining 
room. This the new stockholders 
figured out for themselves when they 
returned to find the inventor’s of- 
fice empty and a hole in the parti- 
tion behind where the machine had 
been set up. 

The time will come when a prac- 
tical dictating-typing machine will 
appear on the market. Inventors 
have worked on it a long time and 
they keep getting closer. But, as Mr. 
Brice states, the early models will 
weigh considerably more than one 
pound. After all, people all over 
Europe a century ago used to gasp 
in amazement at a ponderous robot 
chess player which could always beat) | 
‘‘anybody in the audience.’’ Finally 
they realized there was a chess 
champion hidden inside the autom- , 
aton. So before you buy a robot 
stenographer for your office, find out 
what it eats; and when it is demon- 
strated, dictate to it in pig Latin. 
But don’t discharge that flesh-and- 
blood secretary just yet. 
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WHEN YOU USE  sassuntscose ac 


no stencils, a0 inking, no makeready! 


A model to fit DITTO D-10 Dest el 
au business... and your budget HOUSE ORGANS on 


Whether yours is a one-man business or 4 giant Bet ene of hundreds of wees; 
organization employing thousands, there is a Ditto a a 
duplicator to cut your costs and s your task of e Maps @ Contracts 
making copies directly from ING you type, a Price Shoots © Music Scores @ 
write or draw. Through Gelatin or Direct Process re- — oo ee 
production, manual or electric power, Ditto delivers ePosteards Radio Scripts | 


to you the best copies at the world’s lowest price— of sary lll stern 
: A @ Blank Forms @ Examination 
is eager to prove that sweeping statement by @Sketches Questions 
actual demonstration. Just mail the coupon—learn how @ Statements © News Releases 


your company may profit by the many Ditto bene- eee eee ee 
fits thousands of firms already are enjoying daily! Sess 


me ne oor a = HAIL THIS NOW 


DITTO, INC., 716 $, Gekley Bivd., 
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obligation, ( ) send me 
) arrange actual demonstrativo 





An Underwood 
is a 


Girls Best Friend 


From the time you flick the switch of u beauti- « . . to make every letter better 
ful Underwood All Electrie Typewriter inthe 4 gtiminate fatigue 


morning ... 
. . . to get the work .. . and you out on time! 


... until you flick it off at the end of the day 

Make your typewriter an Underwood All 
. +» you get as smooth and clear a flow of Blectric, For youremployers sake. — 
words as ever delighted an executive! yours. 


That's a friend.. . . a real friend! 

Underwood All Electrie Typewriters are 

cially designed to give secretaries pod type 
every advantage in convenience, comfort and 
quality of work. 


Every Underwood feature contributes some- 
thing really imporiant to your quiet efficiency: 


Underwood A Fede Typewriter 


alee ener Heart 






































